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VISITOR KIOSK OFFLINE

Identification

Title: Visitor Kiosk Offline User Manual
Version: Visitor Kiosk 2.0.1.0 Date: 21.12.2009
Welcome

The Visitor Kiosk is an innovative software system that replaces the "sign in" book with an electronic self registration
process. Main features include improved visitor flow and the ability to deliver safety messages at the point of entry.

What can your Visitor Kiosk version do?

DELUXE

PREMIUM

Reports

Reports can be exported as XML, CSV, PDF, MHTML, EXCEL (.XLS), TIFF & WORD
(.DOC) formats.

Standard Reports:

IActive Visitors Report: View who is on site at any one time.

Historical Attendance Report: View who was on your premises - from what company as well
las their sign in & sign out time.

Yes

Yes

Produce Name Badges

Name badges produced at sign in for site visitor to wear. The visitor inputs personal data
(name/company/who they are visiting) which is then printed onto the name badge along
with their photo ID.

Yes

Yes

Capture Visitor Photo ID'S
\Visitors can have their photo taken which is printed on their name badge and stored in the
centralised database.

Yes

Yes

Unlimited Locations
No limit on number of kiosks installed on one site.

Yes

Yes

Data stored on centralised database and on local hard drive for increased speed
Data stored on local hard drive then sent to the centralised database every few minutes so
repeat visitors can simply type in their name and sign in without repeating the induction and
site questions. They will be provided with the opportunity to change personal information,
take a new photo and be provided with a name badge.

Yes

Yes

\Visitor Friendly Interface
Simple interface allowing for ease of use by all visitors.

Yes

Yes

Free SGS Support Help Desk

Yes
Deluxe comes
with 1 hour
free telephone
support p.a

Yes
Premium comes
with 2 hours
free telephone
support p.a

Site safety Inductions Yes
No need for sign in books. Upload your personalised site safety inductions specific to the
site. Simply create in Powerpoint and upload via the website. Maximum size 30MB per
induction, however SGS recommend a maximum size of 5SMB each to maintain internet

speed. Video and audio may also be embedded into the power point files.

Yes

Customized Site Safety Questions No
Ensure site visitors are aware of your site safety procedures or vital site information. Near

limitless number of questions or possible answers.

Yes

eb Customisation No
Have direct control of the required input fields, inductions, questions & other options

lyourself to make changes as and when you see fit.

Yes

Copyright

© 2009 SGS Pty Ltd. All rights reserved. All rights to the trademarks / tradenames.

Visitor Kiosk shall remain at all times the sole property of SGS Pty Ltd. All other trademarks are the property of their
respective companies. The Visitor Kiosk software described in this document is furnished under a license agreement.
The software may be used or backed up only in accordance with the terms of the agreement. Information in this
document is subject to change without notice and does not represent product specification or commitment on the part
of SGS Pty Ltd. No part of this document may be reproduced, transmitted, transcribed, stored in a retrieval system, or
translated into any language in any form without written permission from SGS Pty lItd.

Contact

WEB: www.au.sgs.com/stax SALES: 1300 131 726 SERVICE: 1300 850 257
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CHECKLIST

L=dEnte s | PLEASE NOTE: All Hardware and Visitor Kiosk Software is supplied pre-installed.
Ef)ii:de,fnoée All steps which you do not need to do, but simply stated as a reference —

have been made orange.

cererence | Software checklist:
ONLY

v" .NET Framework v3.5 Service Pack 1 (Download online)

v' http://www.microsoft.com/downloads/details.aspx?FamilylD=ab99342f-5d1a-413d-
8319-81da479ab0d7&displaylang=en

Windows XP including Service Pack 3

Touch-screen software (CD provided with monitor)

Webcam software (CD provided with webcam) — optional

Printer software (CD provided with printer) — optional

ANANENEN

REFERENCE Hardware checklist;
ONLY

Computer and included cabling

Touch-screen monitor and included cabling

Keyboard (Keyboard not typically required once touch-screen software is installed)
Mouse (Mouse not typically required once touch-screen software is installed)
Network cable and active internet connection

ANANENENAN

Computer (minimum requirements):
1GB RAM

1.0GHz

3 GB HDD space

Printer (Optional):
Printer power cable
Printer software CD
USB cable

Printer

Labels (62mm x 100mm)

Webcam (Optional):
Web camera

USB cable
Installation CD

~ererence | INternet connectivity:
ONLY v Check with your Internet Service Provider that you can consistently achieve 1 Mbps
per second
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DESKTOP BUNDLE

PREMIUM EDITION SOFTWARE

EREER SETTING UP YOUR KIOSK

Read before

proceeding PLEASE NOTE: All Hardware and Visitor Kiosk Software is supplied pre-installed. All sfeps
which you do not need to do, but simply stated as a reference — have been /m7ade
orange.

1) TURNING ON THE COMPUTER

a. Position your computer in the desired location and connect the power cable, monitor
(VGA) cable, keyboard, mouse and power on. Ensure your computer is set to your

local time.
REFERENCE 2) INSTALLING THE PRINTER (OPTIONAL)
ONLY a. Follow the manufacturer’s instructions for installing your label printer with its standard

or default options. NOTE! This involves installing the supplied software before
attaching the unit to your computer.

b. Adjust the print size to match the inserted label paper and set it as the default. To
reach the printer settings page, Click Start’ > ‘Printers and Faxes’ > click on the
appropriate printer and then select ‘Set Printer Properties’ on the left-hand side.
Select the ‘Advanced’ tab then ‘Printing Defaults’ button on the bottom left. A window
should appear like below. (Return to these screens if you need to make adjustments
to the printer output, such as to darken the print. Refer to the printer manufacturer’s
instructions for more specific guidance.) Label size should be set in both Device
Settings and Printing Preferences. Recommended printer settings:

Brother QL-570 Printing Preferences 2]
Paper | Graphics | Option | Support| PAPER TAB
e Ensure Label size is
set to 62x100mm
widh [z e 007 =] default
I'—m’t Min: 127 -- Max: 10000 . .
[A [Jomm Lot S o Orientation Landscape
B e Give priority to print
speed
e 300x300 dpi resolution

Format;

Mir: 3.0 - Max: 127.0
4 3

Orientation: * Landscape

 Portrait

Eae i = I~ Collats

I~ Beverse Order

Quality: & Give prioity to print speed
" Give priority to print quality
Resolution: & 300 x 300 dpi
300 » 600 dpi

Label format definitions. .. | Default

Visitor Kiosk Offline User Manual 1.1
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REFERENCE
ONLY

]

3)

Brother OL-570 Printing Preferences

Paper | Graphics |Dpt\on Support

Halftone: " Binamw

For logo and text
" Dither

For text and graphics

For general labels containing images

-20 +20

Erightness: o 4 J ﬂ

-20 +20

LContrast: o 4 J ﬂ
Default

& Brother OL-570 Printing Preferences

Paper Graphicsl Option |Supp0rt'

1 El: labels
ABC||ABC xtl Iv Cut at end
™ Miror Printing
Ui  mm
" Inch

GRAPHICS TAB

e Select error diffusion
e Brightness -20, +20
e Contrast -20, +20

OPTIONS TAB

e Selectcutevery 1l
label, cut at end

e Unit=mm

Position your webcam for optimum image quality. Backgrounds
with a high degree of contrast (eg: strong lighting) can result in a degraded image capture
or printed result. Refer to the webcam manufacturer’s instructions for more specific
guidance. To adjust webcam settings, open your webcam software (after installation)

which is accessible through Start > All Programs > Logitech
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Recommended webcam settings:

rﬂ QuickCam® 21
Webcam Settings
Pan and Tilt Zoom
8 y]

(o] 3l sl

Face Tracking

O off

(®) Follow me

() Follow two or more of us

Brightness

g ——F
Contrast

g ————F
Color Intensity

qe —_ %
White Balance (V] Auto

& :ﬂ,_: E
[¥] Low Light Boost

[[] Color Boost

2 QuickCam®

Advanced Settings

2,

il | [ [

EI Use Automatic Settings

Exposure
= :ﬁ: h
Gain

'.:E:+

Backlight compensation

i

Anti Flicker

Q o

(%) 50Hz {(Europe)
(0 60Hz {North America)
Image Orientation
|:| Mirrored

(] upside down
LED Control

O orf

Qon

® Automatic

Camera Selector

[ Logitech QuickCam 55500

Visitor Kiosk Offline User Manual 1.1
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Logitech®

QuickGam

e

BACK TO CONTENTS

Enable Face Tracking
Increase Brightness
Decrease Contrast
Decrease Colour
Intensity

Check Auto White
Balance tickbox
Enable Low Light
Boost

Enable Automatic
Settings

Select 50Hz (Europe)
for Anti Flicker

Set LED Control
Automatic
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r‘ QuickCam® @

Application Preferences

e Enable Launch
Quickcam Ribbon

Logitech™

Select video calling application QuickCam? e Enable Show Webcam
[Lane detected 4] ' Icon in Windows

. Select e-mail client Toolbar i i

Il 4] e Enable hide my video
Select photo storage folder
[ Browse ]
Select video storage folder
[ Browse ]
Updates

l [ Update Settings ]
Rt

E Launch QuickCam@® Ribbon when the
webcam is in use

E Show webcam icon in
Windows toolbar

D Keep QuickCam® on top of other
applications

D Auto preview photo or video after
capture

Privacy Shade Behavior

(O Open video calling application
(®) Hide my video

O Do nothing

REFERENCE 4) INSTALLING MICROSOFT .NET FRAMEWORK v3.5 SP1

ONLY a. Install the .NET Framework v3.5 SP1 which is freely available from microsoft.com
or provided to you on CD.

b. Microsoft website download link:
http://www.microsoft.com/downloads/details.aspx?FamilylD=ab99342f-5d1a-413d-8319-
81da479ab0d7

REFERENCE 5) INSTALLING THE VISITOR KIOSK SOFTWARE
ONLY

a. |Install the Visitor Kiosk software by launching Internet Explorer and navigating to
https://visitorkiosk.au.sgs.com

b. Atthe login screen, input the administrator username and password you were supplied
with in your confirmation email. Be aware that after the 3" attempt trying to use incorrect
credentials the kiosk account will be locked. To unlock the account you will need to call
1300 850 257.

i. Click on ‘Installer’ to reach the download page for the software.
ii. Click install.
iii. Download and install the software or, if the software is to be used on a
different computer, save the executable file to a USB or CD and run on
desired computer.

SGS

Visitor Kiosk

Name: Wisitor Kiosk
Yersion: 1.2.00

Publisher: SGS

Tnstall

Clickonice and (MET Framework Resources

6) CONFIGURING YOUR VISITOR KIOSK SOFTWARE

a. Open your browser with https://visitorkiosk.au.sgs.com

Visitor Kiosk Offline User Manual 1.1
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Login with the same username and password you were supplied with in your
confirmation email.

Once logged in, you will automatically be directed to the ‘LOCATION’ page.
Below is a description of what you can do on each page.

i. LOCATION: On this page you can configure the main
components of your Visitor Kiosk.

1. Location Code: You may set this to be a unique identifier of
your location.

2. Location Name: Location Name appears as the title of your
Visitor Kiosk when a visitor is about to sign in. A common

title one may enter is “Welcome to ABC Company. Please
sign in below”

3. Terms and Conditions Enabled: By clicking the ‘terms and
conditions’ checkbox, a text box will appear allowing you to
insert desired terms and conditions text.

3 Visitor Kiosk Core Website - Maintain Location - Microsofl Internet Explorer

Fle Edt  Vew Favorkes Took Melp
Q- O W@ G P reomw @ 3+ 5 - B

] htrg o orbands. s sgp oM o stion. g

GROUP s SGS

LOCATION: WELCOME TO SGS. ALL VISITORS MUST REGISTER EELOW.

EEEEE0D®:

4. Induction Enabled: You can select which induction you wish
visitors to view when signing in. Inductions can be uploaded
via a different page so that they appear in the drop down
list. This is discussed in more detail under ‘Inductions’.

5. Questions Enabled: You can select to enable site questions
which will appear when a visitor has finished viewing the
induction. Questions can be uploaded via the ‘Location
Questions’ page.

6. Visitor Card Enabled: You can select to enable the visitor
card function. This allows visitors to input which number
name badge they have been issued with. This function is
generally used when there is no printer automated for label

printouts and there was a hame badge and book system
beforehand.

Visitor Kiosk Offline User Manual 1.1
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7. Person Visiting Enabled: You can select to ask the visitor
who they are visiting. You can also select to make it a
required field by checking the box on the right.

8. Vehicle Registration Enabled: You can select to ask the
visitor their vehicle registration. You can also select to make
it a required field by checking the box on the right.

9. Phone Number Enabled: You can select to ask the visitor
their phone number. You can also select to make it a
required field by checking the box on the right.

10. Photo Enabled: You can select to enable the software to
allow visitor to take a photo of themselves when signing in.
This photo will be printed on the label and can be retaken
several times until the visitor is satisfied. In order for this
function to work a webcam would have to have been
installed prior to opening Visitor Kiosk software. If the photo
is enabled for a location, at least one security question
needs to be provided.

11. Label Printer: By enabling the label printer, a label of
everyone who signs in will be produced. A label displays the
information which the visitor input into the sign in process.

12. Resynchronisation Interval (mins): Set how often you would
like your kiosk to automatically send your data through the
internet. Default (1) minute.

13. Visitor Data Retention Period (days): Set how often you
want the visitor data cleared from your computer and sent to
the online server. Default (365) days.

14. Maximum Permitted Failed Resynchronisations: Set how
many maximum times you would like your kiosk to attempt
to synchronise in the event of internet failure.
Recommended: 5

15. Maximum Additional Failed Resynchronisations: Set how
many maximum additional times you would like your kiosk to
attempt to synchronise in the event of internet failure.
Recommended: 1

i. KIOSKS: On this page you can view the kiosks configured under
the username to which you are logged in.

i. INDUCTIONS: On this page you can upload inductions.

Location Location Guestions | Vistor Companies Reports Installer

Edit or delete inductions.

— Editing allows you to

replace an existing file

Search:

Filename Description Void . .
5G5S Noble Pak Induction.pps 5G5S Noble Pak Induction D Edit | Delete =1 and deletlng removes It
5G5 Hoble Pak Induction-TEM.pps 5G5 Igduction D Edit | Dalete =1 from the |ISt
5G5S Noble Pak Induction FAfRAL.pps FINAL 535S Induction Edit | Delete =1
1 Page 1 of 1 (3 ftems) Move an induction up
. and down on the list
Induction name o ) ) You can select to make
Description of an induction an existing induction

void instead of deleting

Click here to add a new

induction
Visitor Kiosk Offline User Manual 1.1
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Adding a new Induction/Safety Message:

1) To add a new induction, ensure your Microsoft
Powerpoint has been saved as a PPS or PPSX file.
Please ensure your Visitor Kiosk has the appropriate
viewer installed.

2) Proceed to click on the ‘Add Induction’ button.

3) You will view this screen:

Location (iosks Incluctions Location Questions isitor Companies

ADD INDUCTION

Incduction File: | |[ Browss.. |

Incluction Description: | |

Hit Browse to locate your

induction/safety

Insert a message file
description

Save to add it to the
induction list

recommend a maximum size of 5SMB each to maintain internet speed. If you wish
l to add video or audio to your presentation, this may be embedded into your

l Please note: Maximum file size for presentations is 30MB. However, SGS

presentation as long as presentation size does not exceed 30MB. If it does, SGS

cannot guarantee successful performance.

iv. LOCATION QUESTIONS: 0n this page you can add desired

site specific questions for visitors to answer during the sign in

process.
Location <o Inductions Yistor Companies Reports Inztaller
Search: “
Question | Active | Void |

Isthe induction wou have justwatched the only induction wou ... I:‘ Edit =

've just zeen a wok colleague drive their car at speed through... D Edit =1

I've just had a paper cut to my fingers, its minor, so lwont be ... D Edit =

I'm going to be very busy getting up to speed in my new role, ... D Edit =1

Where should wou report ta in case of emeargenay or fire drill? D Edit =

e just had a paper cut. If's minor so 1 won't report it, is this ok™ D Edit =1

If you observe any matters of concermn, hazards or are involved... I:l Edit =

*ou should always leave the site \ria‘except in case of emerg... D Edit |

1 A A Page 1 of 108 tems)

Add Guestion

Question
Select to make the

question active or void

Adding new questions:

1) Click add question.
2) To add a new question, type your question in the text
box and click ‘save’.

Visitor Kiosk Offline User Manual 1.1
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Lacation Hinzks InciLctions Location ¢ Companies Reports

In=taller

ADD QUESTION

Question: |

[ Return to Location Guestions ]

3) To add the possible answers, click ‘Add Option’. Once
clicked a text box will appear allowing you to type your
answer. Once entered, click ‘Insert’.

ADD QUESTION

Ciestion: |What iz the best safety exit on the ABC site?

r Options

Search: ||
| Option | Correct | |

Page 1 of ¢ (0 tems)

Acdd Cption

[ Fetlrn to Location Guestions ]

Click to add answer option

ADD QUESTION

Cestion: |What iz the hest safety exit onthe ABC site?

- Options

Search: |
| Option | Correct | |

|Reception | I:‘ Insert | Caneel =

i

Page 1 of 1 (1 tems)

#cld Optiar

[ Return to Location Guestions ]

Enter answer here Insert answer

4) Once the answer has been inserted you now can select
the ‘Correct’ checkbox if it is the correct answer.

5) Repeat these steps to add more answers from which a
visitor can select.

v. VISITOR COMPANIES: This page will list the companies who
have visited your site. By clicking ‘Merge’ a pop up dialogue box will
appear allowing you to merge two companies together if they are
essentially the same and do not need to be separated.

Visitor Kiosk Offline User Manual 1.1
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Location Kiosks Inductions: Location Guestions Reports

Search:
Visitor Company Hame Void
HGE ] hlarge
TYuloop [] hlerge
1 Page 1 of 1 (2 tems)

vi. REPORTS: There are two types of reports you can view on this
page - Active Visitors Report or Historical Attendance Report. Select
the report type by clicking on the drop down menu on ‘Select Report’.
Once selected, your report form will open and allow you to input
desired information for filtering.

Active Visitors Report:

Lacatian £ Incuctions Location Questions | Wistor Companies Installer

Select Report: | Active Vistors Report A |
Company: | |i| First Mame: | |
Last Mamne: | | Start Date: | i [P oL
End Date: | i Fnow

vi. INSTALLER: This is the page where the Visitor Kiosk software
can be downloaded and installed. Refer to step 5 (“Installing the
Visitor Kiosk Software”) for more information on this page.

REFERENCE 7) INSTALLING TOUCH SCREEN SOFTWARE

ONLY a. Follow the manufacturer’s instructions for installing your touch-screen with its
—— standard or default options. NOTE! This involves installing the supplied software
before attaching the unit to your computer. Once installed, you will not require
neither mouse nor keyboard as the touch-screen should be functioning.

8) RUNNING THE VISITOR KIOSK SOFTWARE

a. Before proceeding to open the software, note the client code, password and
licence key that you were supplied with in your introductory email.

[}
b. Once installed from the website, click on the Visitor Kiosk Icon B displayed on
your desktop or by going to Start > All Programs > SGS > Visitor Kiosk

Visitor Kiosk Offline User Manual 1.1
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(I | = ~eeanearess

. g Remote Assistance
Internet ) )
@ Internet Explorer ® windaws Media Player
. ?‘&, windows Movie Maker
(5| E-mail
=] ricrasoft offics oull @) Google Chrome R
m adobe InDesign € Q Microsoft Office Communicator 2005
I unes 3
@ QuickTime ¥
Adobe Photoshop 5
6*} Apple Software Update
gil Caloulatar I MailList Controller 3
I wandershars 3
i Microsoft Office Wor O o visitor Kiosk
IE) Instant Dema 3
] 0T -
\n fnes @ tdobe InDesign 53
_ Adobe Acrobat & I Adobe e
Prafessiondl [ rdobe Bridge T3¢
i adabe Contribute oo B Adobe Contribute CS4
s Adobe Extendseript Toalkit €54

All Programs B &8 Adobe Extension Manager C54

If running for the first time, a message will display informing you that the software
is not configured. In order to configure your software, click on the SGS logo on
the top right hand corner of your screen. Then you may single click the
‘CONFIGURATION'’ button.

SGS

¥ CONFIGURATION I ON SITE VISITORS REPORT

4 BACK

Once in the Configuration screen, you will be asked to enter your client code and
password.

Once entered, you will be taken to the registration screen where you must
complete all the fields.

Kiosk name can be any name which describes your premises.

Network profile is generally ‘Local Area Connection’ which is selected from the
drop down menu and if you have set up a printer, you may select it from the drop
down menu.

Once all information is entered click ‘SAVE/REGISTER'. If details are correct,
your kiosk will display that registration has succeeded then will proceed to display
it is attempting to synchronise with the server. Upon completion, your kiosk status
should display as ‘REGISTERED'.

Visitor Kiosk Offline User Manual 1.1
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SGS

" KIOSK STATUS - REGISTERED

CLIENT CODE: PASEWOAD:
LUCENSE KEY;

KIOSK NAME:

NETWOR PROFILE:

FRINTER Adobe FOF

1 2 3 4 (1 7 8 a )

Q E R T Y U o p

A ] F [ H | K L LR

z X c || v B N M || SPACE | «—
CLOSE ¥ SAVE / REGISTER ¥ REBUILD DATABASE EXIT KIOSK

i.  Now that your software is configured, you may click ‘CLOSE’ which will return you
to the main menu where your visitors may start signing in.

SGS

"WELCOME TO SGS, ALL VISITORS MUST REGISTER BELOW.

» SION IN ¥ SIGN OUT

B INDUCTIONS

SIGNING IN AS A VISITOR AND OTHER FUNCTIONS

a. Based on your previous selections, your Visitor Kiosk will display accordingly.

b. If a visitor taps ‘SIGN IN’, they will be directed to a page which asks them
whether they have been on the site before.

c. Ifthey tap ‘NO’ they will, in addition to filling in their details they will need to view
your safety message and/or answer questions.

d. Ifthey tap ‘'YES' they will only be required to review their previously completed
details and sign in. They will have already undergone the safety message and
site security questions.

Visitor Kiosk Offline User Manual 1.1
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SGS

"PLEASE SIGN IN 03 Aug 12.18

» NOD CANCEL b YES

e. Inthe example below, we have a first time visitor signing in with the specifications
we set. They simply answer the questions with the on screen keypad and touch
‘NEXT’ to proceed or ‘BACK’ to change an answer.

Field: Company name
SGS

' PLEASE REGISTER

b | coMaseY 4

Field: Surname
SGS

* CONTINUE REGISTERING

b | Jones

Visitor Kiosk Offline User Manual 1.1
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Field: First Name
SGS

* CONTINUE REGISTERING

o
]

f.  Once all fields entered, the visitor is then automatically directed to your safety
message presentation.

Welcome to the SGS
Noble Park Site®< t

@@

you with information relating to Company’s OH&S policies,
procedures and practices.

Emergency

L
FRONT OF, ﬁk
Evacuation '
}E an ' 2
CHAMBERS

S % o

REEA
WAREHOUSE

!

@ @ 2

g. After viewing the induction, visitors will have the option to view the induction
again. They can press ‘REPLAY INDUCTION'’ or ‘NEXT’ to proceed.
h. Once a visitor hits ‘NEXT’, they will proceed to your questions if set.

Visitor Kiosk Offline User Manual 1.1
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SGS

* PLEASE SIGN IN

4 BACK CANCEL | NEXT W

i. Once answers have been submitted, visitors will then be able to take a photo,
create a security question and review all their information. Once they click ‘SIGN
IN’ on the final screen, their data will be sent to the printer to print as a name
badge.

Once a Visitor has taken their Photo ID they will be presented with the option
to retake photo if not satisfied.

SGS

" PLEASE SIGN IN

B RL-TAKE FHOTO

Visitors may review details to ensure that their information is correct prior to
name badge printing

Visitor Kiosk Offline User Manual 1.1
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SGS

"SIGN IN SUMMARY

4 BACK || CANCEL  WENT b | b SIGMIN

1) REPEAT VISITORS SIGNING IN

Repeat visitors undergo a more rapid process to sign in to a premises. As all visitor data is
stored on a centralised database, they can access their details again in the future at any time.

a. A visitor simply clicks ‘“YES’ to being a repeat visitor and they are then

directed to a page allowing them to input their surname to search for their
record.

SGS

"PLEASE SIGN IN

B | 20K b SEARCH

]
>
(9]
m
=z
w
)
b3
(9}
m

4 BACK CANCEL N L

b. Once they have selected their record and hit ‘NEXT’, they will be able to view
their details, update if required (including Photo ID) and proceed to final sign
in. Their name badge will then be printed.

2) ON SITE VISITORS REPORT

a. By double clicking on the SGS logo at the top right, you will be taken to the
screen displaying ‘CONFIGURATION’ and ‘ON SITE VISITORS REPORT".
By clicking ‘ON SITE VISITORS REPORT’ you will be able to view and print
who is currently on site — this may be useful in an emergency. (We
recommend setting your default printer to your closest standard office
printer.)

Visitor Kiosk Offline User Manual 1.1
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SGS

4 BACK

3) VISITORS VIEWING ADDITIONAL INDUCTIONS

a. If there is more than one induction available, by clicking on the INDUCTIONS
button on the bottom left before signing in, visitors may select which induction
they wish to view.

SGS

"WELCOME TO SGS NOBLE PARK. ALL VISITORS MUST REGISTER BELDW s 1=+

¥ mioH N # SIGN 0UT

SGS

" WELCOME TO SGS NOBLE PARK. ALL VISITORS MUST REGISTER BELOW. INDUCFIDONS
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DESKTOP BUNDLE

DELUXE EDITION SOFTWARE

IO SETTING UP YOUR KIO

Read before

proceeding

made orange.

SK

1) TURNING ON THE COMPUTER

a. Position your computer in the desired location and connect the power cable,
monitor (VGA) cable, keyboard, mouse and power on. Ensure your computer is

set to your local time.

REFERENCE 2)
ONLY

INSTALLING THE PRINTER (OPTIONAL)

a. Follow the manufacturer’s instructions for installing your label printer with its
standard or default options. NOTE! This involves installing the supplied
software before attaching the unit to your computer.

PLEASE NOTE: All Hardware and Visitor Kiosk Software is supplied pre-installed. All
steps which you do not need to do, but simply stated as a reference — have been

b. Adjust the print size to match the inserted label paper and set it as the default. To
reach the printer settings page, Click Start’ > ‘Printers and Faxes’ > click on the
appropriate printer and then select ‘Set Printer Properties’ on the left-hand side.
Select the ‘Advanced’ tab then ‘Printing Defaults’ button on the bottom left. A window
should appear like below. (Return to these screens if you need to make adjustments
to the printer output, such as to darken the print. Refer to the printer manufacturer’'s
instructions for more specific guidance.) Label size should be set in both Device
Settings and Printing Preferences. Recommended printer settings:

Brother OL-570 Printing Preferences

Paper | Graphics | Option | Suppart]

Foimat:

Width
100mm

| —
[A [[w b

Feed:

E2rmm % 100mm A2
Min: 12.7 - Maw: 1000.0
5.8 w4 |
Min: 3.0 -~ Max: 127.0
EXi) mm j J

Orientation:

Copies

Duality:

Resolution:

* Landscape

1 Partrait
0 _Ig I~ Collate
I Reverse Order

{s Give priority to print speed
" BGive pricrity to print quality
& 300 % 300 dpi
300 600 dpi

Label format defiritions. | Default

Apply

Visitor Kiosk Offline User Manual 1.1
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PAPER TAB

Ensure Label size is
set to 62x100mm
default

Orientation Landscape
Give priority to print
speed

300x300 dpi resolution

21




Brother OL-570 Printing Preferences L b | GRAPHICS TAB
Paper.i-ﬁpfrcs-i Option || Support| o Select Error Diffusion
e Brightness -20, +20
e Contrast -20, +20

Halftane: " Binary
For logo and text
" Dither

For text and graphics

For general label: containing images

-20 +20
Erightress: o 4 _J _ﬂ
-20 +20

LContrast: n _J _’J

Default

1] ][ Cancel ]

& Brother OL-570 Printing Preferences : X OPTIONS TAB

Paper Graphics| Dption.l Suppart | o Select Cut Every 1
label, Cut at End

e Unit=mm

1 3: labels

8EC| [4BC x[] [w Cut at end
I~ Mirrar Printing

Unit: " mm

" Inch

Default

oK ] [ Cancel

REFERENCE ] 3)
ONLY
o

Position your webcam
for optimum image quality. Backgrounds with a high degree of contrast
(eg: strong lighting) can result in a degraded image capture or printed
result. Refer to the webcam manufacturer’s instructions for more specific
Visitor Kiosk Offline User Manual 1.1
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BACK TO CONTENTS

guidance. To adjust webcam settings, open your webcam software (after
installation) which is accessible through Start > All Programs > Logitech

Recommended webcam settings:

P
@ QuickCam®
Webcam Settings

Pan and Tilt

\—-.ﬁl

(@ _a 1

@ FIJIIIJW me
() Follow two or more of us

=
Face Trackmg

Brightness

Contrast

Color Intensity

White Balance (V] Auto
[¥] Low Light Boost
[[] Color Boost

2 QuickCam®

- ——) .
- — .
- CEe— -

Advanced Settings

Use Automatic Settings

Exposure

Backlight compensation

N - —k

Anti Flicker

Q orf

(®) 50Hz {(Europe)
(0 60Hz (North America)
Image Orientation
D Mirrored

] upside down
LED Control

Q orr

Qon

(®) Automatic

£
] o g
g_
=

' Logitech®™
QuickCam®

Camera Selector

[ Logitech QuickCam 55500

Visitor Kiosk Offline User Manual 1.1
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Enable Face Tracking
Increase Brightness
Decrease Contrast
Decrease Colour
Intensity

Check Auto White
Balance

Enable Low Light
Boost

Enable Automatic
Settings

Select 50Hz (Europe)
for anti flicker

Set LED Control
Automatic
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r‘ QuickCam® @ ——

Application Preferences

e Enable Launch
Quickcam Ribbon

Logitech™

Select video calling application QuickCam? e Enable Show Webcam
[(blone detected ol ' Icon in Windows

= Select e-mail client Toolbar ] )

. 4] e Enable hide my video

; Select photo storage folder -
[ Browse ]
Select video storage folder
[ Browse ]
Updates

l [ Update Settings ]
——

E Launch QuickCam@® Ribbon when the
webcam is in use

E Show webcam icon in
Windows toolbar

D Keep QuickCam® on top of other
applications

D Auto preview photo or video after
capture

Privacy Shade Behavior

(O Open video calling application
(®) Hide my video

O Do nothing

REFERENCE 4) INSTALLING MICROSOFT .NET FRAMEWORK v3.5 SP1

ONLY a. Install the .NET Framework v3.5 SP1 which is freely available from
microsoft.com or provided to you on CD.

b. Microsoft website download link:
http://www.microsoft.com/downloads/details.aspx?FamilylD=ab99342f-5d1a-
413d-8319-81da479ab0d7

REFERENCE 5) INSTALLING THE VISITOR KIOSK SOFTWARE

ONLY a. Install the Visitor Kiosk software by launching Internet Explorer and
navigating to https://visitorkiosk.au.sgs.com

b. Atthe login screen, input the administrator username and password you were
supplied with in your confirmation email. Be aware that after the 3" attempt
trying to use wrong credentials the kiosk account will be locked. To unlock
the account you will need to call 1300 850 257.

viii. Click on ‘Installer’ to reach the download page for the software
ix. Download and install the software or, if the software is to be used on
a different computer, save the executable file to a USB or CD and
install on desired computer.

SGS

Visitor: Kiosk

Name: Wisitor Kiosk
Version: 1200

Publisher: SGS

Install

ClickOnice and \MET Framework Resources

6) CONFIGURING YOUR VISITOR KIOSK SOFTWARE

a. To setup your Visitor Kiosk software, call us on
1300 850 257

Visitor Kiosk Offline User Manual 1.1
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REFERENCE
ONLY

RUNNING THE VISITOR KIOSK SOFTWARE

Before proceeding to open the software, write down the licence key, client

code and password you were supplied with for your software configuration in

Once installed from the website, click on the Visitor Kiosk Icon displayed on

your desktop or by going to START > ALL PROGRAMS > SGS > VISTOR

8)
a.
an email.
b.
KIOSK
_I Lw Qutinok Express

§ Internet
Internet Explorer
(1| E-mail
ﬂ Micrasaft Office Out|
m Adobe InDesign C|

m Adobe Photoshop C5
La Calculator

Microsoft Office Wor
\,n iTunes

Adobe Acrobat &
~ Professional

- Adobe Contribuke C5

i Remate Assistance
e ‘iindows Media Player

faﬁ windows Mevie Maker

I Goagle Chrame

g Microsoft Office Cammunicator 2005
dﬂ iTunes

Uﬂ CickTime

5"} Apple Software Update

I MailList Contraller

dﬂ wiondershare

@ Instant Demo

m Adobe InDesign £53

I Adabe

- Adobe Bridge C54

B Adobe Contribute C54

s Adobe ExtendScript Toalkit C54

LUCTEVER B 68 Adobe Extension Manager €54

»

»

L3

=) visitor Kiosk

Once the software has opened, a message will display informing you that the

software is not configured. In order to configure your software, double click
on the SGS logo on the top right hand corner of your screen. Then you may
single click the ‘CONFIGURATION'’ button.

SGS

¥ CONFIGURATION I ON SITE VISITORS REPORT

4 BACK

j- d. Once in the Configuration screen, you will be asked to enter your client code
and password. Once entered, you will be taken to the registration screen where
you must input all the fields. Kiosk name can be any name which describes your
premises, network profile is generally ‘Local Area Connection’ which is selected
from the drop down menu and if you have set up a printer, you may select it from

Visitor Kiosk Offline User Manual 1.1
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the drop down menu. Once all information is entered click ‘SAVE/REGISTER'. If
details are correct, your kiosk will display that registration has succeeded then will
proceed to display it is attempting to synchronise with the server. Upon
completion, your kiosk status should display as ‘REGISTERED'.

SGS

" KIOSK STATUS - REGISTERED

CLIENT CODE: PASEWOAD:
LUCENSE KEY;

KIOSK NAME:

NETWOR PROFILE:

FRINTER Adobe FOF

1 2 3 4 6 7 8 9 )

Q E R T Y U s p

A F C H | K L LR

z X c | v B N M || SPACE —
CLOSE ¥ SAVE / REGISTER ¥ REBUILD DATABASE EXIT KIOSK

e. Now that your software is configured, you may click ‘CLOSE’ which will return
you to the main menu where your visitors may start signing in.

SGS

"WELCOME TO SGS, ALL VISITORS MUST REGISTER BELOW.

P SIGN IN ¥ SIGN OUT

P INDUCTIONS

SIGNING IN AS A VISITOR AND OTHER FUNCTIONS

a. Based on the field selections, safety message, site questions set in your
web customisation section — your Visitor Kiosk will display accordingly. If a
visitor hits ‘SIGN IN’, they will be directed to a page which asks them
whether they have been on the site before.

b. If they touch ‘NO’ they will, in addition to filling out their details need to view
your safety message and/or answer questions. If they touch ‘YES’ they wiill
only be required to review their details and sign in as they have already
undergone the safety message and site questions on a previous occasion.

Visitor Kiosk Offline User Manual 1.1
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SGS

*PLEASE SIGN IN

c. Inthe example below, we have a first time visitor signing in with the
specifications we set. They simply answer the questions with the on screen
keypad and touch ‘NEXT’ to proceed or ‘BACK’ to change an answer.

Field: Company name

SGS
"PLEASE REGISTER
Field: Surname
SGS
"CONTINUE REGISTERING
Field: First Name
SGS

* CONTINUE REGISTERING

Visitor Kiosk Offline User Manual 1.1
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d. Once all fields entered, the visitor is then automatically directed to our
electronic induction presentation.

Welcome to the SGS
Noble Park Site®; :
@ ¢ @

he purpose of this Site Induction ¢ / is to provide
you with information relating to Company’s OH&S policies,
procedures and practices.

== ==
FRONT OFEICE
Emergency
Evacuation g
Plan ; : ;
S % o
~ REEA
WAREHOUSE

!

« & »

e. After viewing the induction, visitors will have the option to view the induction
again. They can press ‘REPLAY INDUCTION'’ or ‘NEXT’ to proceed.

f.  Once a visitor hits ‘NEXT’, they will proceed to questions if this option is set in
your customisation section.

SGS

*PLEASE SIGN IN

g. Once answers have been submitted, visitors will then be able to take a photo,
create a security question and review all their information. Once they click
‘SIGN IN’ on the final screen, their data will be sent to the printer to print as a
name badge.

Visitor Kiosk Offline User Manual 1.1
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Once taken a photo a visitor can take it again if they are unsatisfied with it
SGS

" PLEASE SIGN IN

§ BE-TAKE PHOTO

4 BACK | CANCEL | WEXT b

Visitors may review details to ensure that their information is correct prior to
name badge printing
SGS

"SIGN IN SUMMARY

4 BACK || CANCEL  WENT b | b SIGMIN

1) REPEAT VISITORS SIGNING IN

Repeat visitors undergo a much simpler process to sign in to a premises. As all visitor data is
stored on a centralised database, they can access their details again in the future at any time.

a. A visitor simply clicks ‘YES’ to being a repeat visitor and they are then
directed to a page allowing them to input their surname to search for their
record on the database.

SGS

"PLEASE SIGN IN

b XHN | SEARCH

Visitor Kiosk Offline User Manual 1.1
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b. Once they have selected their record and hit ‘NEXT’, they will be able to view
their details, change if required (including Photo ID) and proceed to final sign
in. Their name badge will then be printed.

2) ON SITE VISITORS REPORT

a. By double clicking on the SGS logo at the top right, you will be taken to the
screen displaying ‘CONFIGURATION’ and ‘ON SITE VISITORS REPORT'.
By clicking ‘ON SITE VISITORS REPORT' you will be able to view and print
who is currently on site — this is especially useful in an emergency.

SGS

3) VISITORS VIEWING ADDITIONAL INDUCTIONS

a. If there is more than one induction available, by clicking on the INDUCTIONS
button on the bottom left before signing in, visitors may select which induction

they wish to view.

*WELCOME TO SGS NOBLE PARK. ALL VISITORS MUST REGISTER BELOW
*WELCOME TO SGS NOBLE PARK. ALL VISITORS MUST REGISTER BELOW. INDUGFONS
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For E-SERIES hardware

guestions, refer to the manual,
supplied with your kiosk

E-SERIES KIOSK

PREMIUM EDITION SOFTWARE

SETTING UP YOUR KIOSK

1 2esarr ) PLEASE NOTE: All Hardware and Visitor Kiosk Software is supplied pre-installed. All
s | steps which you do not need to do, but simply stated as a reference — have been

proceeding
made orange.

1) TURNING ON THE E-SERIES

a. Position your E-series in the desired location and connect the power cable
and power on. Ensure your computer is set to your local time.

ROEII\ZIIIE_RENCE 2) INSTALLING THE PRINTER (OPTIONAL)

a. Follow the manufacturer’s instructions for installing your label printer with its
standard or default options. NOTE! This involves installing the supplied software
before attaching the unit to your computer.

b. Adjust the print size to match the inserted label paper and set it as the default. To
reach the printer settings page, Click Start’ > ‘Printers and Faxes’ > click on the
appropriate printer and then select ‘Set Printer Properties’ on the left-hand side.
Select the ‘Advanced’ tab then ‘Printing Defaults’ button on the bottom left. A
window should appear like below. (Return to these screens if you need to make
adjustments to the printer output, such as to darken the print. Refer to the printer
manufacturer’s instructions for more specific guidance.) Label size should be set
in both Device Settings and Printing Preferences. Recommended printer
settings:

Brother QL-570 Printing Preferences 2]
Papr | Grephics | Opton | Supoort] PAPER TAB

Fomat i e Hace Label e Ensure Label size is
set to 62x100mm
i [S2mmw00m =] default
@}m N EE el e Orientation Landscape

P Give priority to print
speed

e 300x300 dpi resolution

100mm

Feed 30 mm

Orientation: * Landscape

 Portrait

Eae 7 = I~ Collats

I~ Beverse Order

Quality: & Give prioity to print speed
" Give priority to print quality
Resolution: & 300 x 300 dpi
300 » 600 dpi

Label format definitions. .. | Default

Visitor Kiosk Offline User Manual 1.1
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3)

Brother OL-570 Printing Preferences

Paper | Graphics |Dpt\on Support

Halftone: " Binamw

For logo and text
" Dither

For text and graphics

For general labels containing images

-20 +20
Erightness: o 4 J ﬂ
-20 +20

LContrast: o 4 J ﬂ

Default

& Brother OL-570 Printing Preferences

Paper Graphicsl Option iSuppDrt

1 El: labels
ABC||ABC xtl Iv Cut at end
™ Miror Printing
Ui  mm
" Inch

GRAPHICS TAB

e Select error diffusion
e Brightness -20, +20
e Contrast -20, +20

OPTIONS TAB

e Selectcutevery 1l
label, cut at end

e Unit=mm

Position your webcam for optimum image quality. Backgrounds
with a high degree of contrast (eg: strong lighting) can result in a degraded image capture
or printed result. Refer to the webcam manufacturer’s instructions for more specific
guidance. To adjust webcam settings, open your webcam software (after installation)

which is accessible through Start > All Programs > Logitech

Visitor Kiosk Offline User Manual 1.1
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Recommended webcam settings:

r,-ﬂ QuickCam® 2|
Webcam Settings
{ Pan and Tilt Zoom
= 8

(o] 3l sl

@}

Face Tracking

QO off

® Follow me

O Follow two or more of us

Brightness

N —— =P
Contrast

- -
Color Intensity

- -
White Balance (/] auto

e — ————F
[¥] Low Light Boost

[] color Boost

2 QuickCam®

2

Advanced Settings

il | [ e

V] [Dse Automatic Settings

Exposure
= :b 2
Gain

'_:B:+

Backlight compensation
- (C——,

Anti Flicker

Q ofr

(®) 50Hz {Europe)

() 60Hz {North America)
Image Orientation

D Mirrored

El Upside down

LED Control

O ofr

Q on
®) Automatic

Camera Selector

[ Lagitach QuickCam 55500

Visitor Kiosk Offline User Manual 1.1
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Logitech®
QuickCam:
i s s

BACK TO CONTENTS

Enable Face Tracking
Increase Brightness
Decrease Contrast
Decrease Colour
Intensity

Check Auto White

Balance tickbox
Enable Low Light
Boost

Enable Automatic
Settings

Select 50Hz (Europe)
for Anti Flicker

Set LED Control
Automatic

33
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r‘ QuickCam® @

Application Preferences

e Enable Launch
Quickcam Ribbon

e Enable Show Webcam
Icon in Windows
Toolbar

e Enable hide my video

Logitech®
Select video calling application QLC.ELE;m'

[ Mane detected #‘

Select e-mail client

[ : ‘
v
Select photo storage folder
_

[ Browse ]

Select video storage folder

[ Browse ]

Updates
[ Update Settings ]

E Launch QuickCam@® Ribbon when the
webcam is in use

E Show webcam icon in
Windows toolbar

D Keep QuickCam® on top of other
applications

D Auto preview photo or video after
capture

Privacy Shade Behavior

(O Open video calling application
(®) Hide my video

O Do nothing

REFERENCE 4) INSTALLING MICROSOFT .NET FRAMEWORK v3.5 SP1
ONLY

a. Install the .NET Framework v3.5 SP1 which is freely available from microsoft.com or
provided to you on CD.

b. Microsoft website download link:
http://www.microsoft.com/downloads/details.aspx?FamilylD=ab99342f-5d1a-413d-8319-
81da479ab0d7

REFERENCE 5) INSTALLING THE VISITOR KIOSK SOFTWARE
ONLY

a. |Install the Visitor Kiosk software by launching Internet Explorer and navigating to
https://visitorkiosk.au.sgs.com
b. At the login screen, input the administrator username and password you were supplied
with in your confirmation email. Be aware that after the 3" attempt trying to use incorrect
credentials the kiosk account will be locked. To unlock the account you will need to call
1300 850 257.
X. Click on ‘Installer’ to reach the download page for the software.
Xi. Click install.
Xii. Download and install the software or, if the software is to be used on a
different computer, save the executable file to a USB or CD and run on
desired computer.

SGS

Visitor Kiosk

Name: Wisitor Kiosk
Version: 12.00

Publisher: 3GS

Install

ClickOnce and \MET Framework Resources
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e—

CONFIGURING YOUR VISITOR KIOSK SOFTWARE

a. Open your browser with https://visitorkiosk.au.sgs.com
b. Login with the same username and password you were supplied with in your
confirmation email.
1. Once logged in, you will automatically be directed to the
‘LOCATION' page. Below is a description of what you can
do on each page.

3 Visitor Kiosk Core Website - Maintain Location - Microsofl Internet Explorer

Fle Ede Vew Favorkes Took bep
¢ - Y [@) @ )
(¢ J - %] 2] fa s Faveetss {2

ree w - JE B

] g v orbatnc. g coenMUme e ation. g > b |y - co [Ea o GPesttoBiog

GROUP s SGS

LOCATION: WELCOME TO SGS. ALL VISITORS MUST REGISTER EELOW.

2. Induction Enabled: You can select which induction you wish
visitors to view when signing in. Inductions can be uploaded
via a different page so that they appear in the drop down
list. This is discussed in more detail under ‘Inductions’.

3. Questions Enabled: You can select to enable site questions
which will appear when a visitor has finished viewing the
induction. Questions can be uploaded via the ‘Location
Questions’ page.

4. Visitor Card Enabled: You can select to enable the visitor
card function. This allows visitors to input which number
name badge they have been issued with. This function is
generally used when there is no printer automated for label
printouts and there was a nhame badge and book system
beforehand.

5. Person Visiting Enabled: You can select to ask the visitor
who they are visiting. You can also select to make it a
required field by checking the box on the right.

6. Vehicle Registration Enabled: You can select to ask the
visitor their vehicle registration. You can also select to make
it a required field by checking the box on the right.

7. Phone Number Enabled: You can select to ask the visitor
their phone number. You can also select to make it a
required field by checking the box on the right.

8. Photo Enabled: You can select to enable the software to
allow visitor to take a photo of themselves when signing in.
This photo will be printed on the label and can be retaken

Visitor Kiosk Offline User Manual 1.1
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several times until the visitor is satisfied. In order for this
function to work a webcam would have to have been
installed prior to opening Visitor Kiosk software. If the photo
is enabled for a location, at least one security question
needs to be provided.

9. Label Printer: By enabling the label printer, a label of
everyone who signs in will be produced. A label displays the
information which the visitor input into the sign in process.

10. Resynchronisation Interval (mins): Set how often you would
like your kiosk to automatically send your data through the
internet. Default (1) minute.

11. Visitor Data Retention Period (days): Set how often you
want the visitor data cleared from your computer and sent to
the online server. Default (365) days.

12. Maximum Permitted Failed Resynchronisations: Set how
many maximum times you would like your kiosk to attempt
to synchronise in the event of internet failure.
Recommended: 5

13. Maximum Additional Failed Resynchronisations: Set how
many maximum additional times you would like your kiosk to
attempt to synchronise in the event of internet failure.
Recommended: 1

i. KIOSKS: 0On this page you can view the kiosks configured under
the username to which you are logged in.

i. INDUCTIONS: On this page you can upload inductions.

Inztaller

Wisitor Companies

Reports

dit'ord ductions.
— Editing allows you to
Search replace an existing file
Filename Description Void and deleting removes |t
565 Moble Patk Induction.pps 565 Noble Patk Induction O Edit | Delete - T from the list.
S¢S Moble Pak Induction-TEM.pps S¢S Igduction I:‘ Edit | Delete =1
5G5S Hoble Pak Induction FAAL.pps FINAL[EZS Induction D Edit | Dalate =1
1 T Fage 1 01 1 (3 fems) Move an induction up
] and down on the list
Induction name o ) ) You can select to make
Description of an induction an existing induction

void instead of deleting
Click here to add a new

induction Adding a new Induction/Safety Message:
1) To add a new induction, ensure your Microsoft
Powerpoint has been saved as a PPS or PPSX file.
Please ensure your Visitor Kiosk has the appropriate
viewer installed.
2) Proceed to click on the ‘Add Induction’ button.
3) You will view this screen:
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Inductions Location <

ADD INDUCTION

Incduction File: | |[ Browss.. |

Incluction Description: | | T
Hit Browse to locate your

induction/safety

Insert a message file
description

Save to add it to the
induction list

Please note: Maximum file size for presentations is 30MB. However, SGS
recommend a maximum size of 5SMB each to maintain internet speed. If you wish
|mp0rtant! to add video or audio to your presentation, this may be embedded into your
presentation as long as presentation size does not exceed 30MB. If it does, SGS
cannot guarantee successful performance.

i. LOCATION QUESTIONS: On this page you can add desired

site specific questions for visitors to answer during the sign in

process.
Location i Inductions § or Co 3 Reparts
Search: “
Question | Active | Void |
Isthe induction wou have justwatched the only induction wou ... I:‘ Edit =
've just zeen a wok colleague drive their car at speed through... D Edit =1
I've just had a paper cut to my fingers, its minor, so lwont be ... D Edit =
I'm going to be very busy getting up to speed in my new role, ... D Edit =1
Where should wou report ta in case of emeargenay or fire drill? D Edit =
e just had a paper cut. If's minor so 1 won't report it, is this ok™ D Edit =1
If you observe any matters of concermn, hazards or are involved... I:l Edit =
*ou should always leave the site \ria‘except in case of emerg... D Edit |
1 A A Page 1 of 108 tems)
L Add Guestion J

Question
Select to make the

question active or void

Adding new questions:

1) Click add question.
2) To add a new question, type your question in the text
box and click ‘save’.

Location ] Incuctions Locati -Ompanies Reports Installer

ADD QUESTION

Question: | a

bl

[ Return to Location Guestions ]
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3) To add the possible answers, click ‘Add Option’. Once
clicked a text box will appear allowing you to type your
answer. Once entered, click ‘Insert’.

ADD QUESTION

Ciestion: |What iz the best safety exit on the ABC site? Edit
r Options
Search: ||
| Option | Correct | |

Page 1 of ¢ (0 tems)

Al Cption

[ Fetlrn to Location Guestions ]

Click to add answer option

ADD QUESTION

Cestion: |What iz the hest safety exit onthe ABC site? 4

=

- Options

Search: |
| Option | Correct | |

|Reception | I:‘ Insert | Caneel =

i

1 Page 1 of 1 (1 tems)

#cld Optiar

L Return to Location Guestions ]

Enter answer here Insert answer

4) Once the answer has been inserted you now can select
the ‘Correct’ checkbox if it is the correct answer.

5) Repeat these steps to add more answers from which a
visitor can select.

iv. VISITOR COMPANIES: This page will list the companies who
have visited your site. By clicking ‘Merge’ a pop up dialogue box will
appear allowing you to merge two companies together if they are
essentially the same and do not need to be separated.

Location q = Inductions: Location Guestions Reports
Search:
Visitor Company Hame Void
S5 ] derge
TYUIOOP F] Merge
1 Page 1 of 1 (2 tems)
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v. REPORTS: There are two types of reports you can view on this
page - Active Visitors Report or Historical Attendance Report. Select
the report type by clicking on the drop down menu on ‘Select Report’.
Once selected, your report form will open and allow you to input
desired information for filtering.

Active Visitors Report:

Lacatian 1] Incuctions ocstion Questions Campanies Installer

Select Report: | Active Vistors Report A |
Company: | |i| First Mame: | |
Last Mamne: | | Start Date: | i [#nuL
End Date: | = Mo

vi. INSTALLER: This is the page where the Visitor Kiosk software
can be downloaded and installed. Refer to step 5 (“Installing the
Visitor Kiosk Software”) for more information on this page.

oo S

Reference
only.

8) RUNNING THE VISITOR KIOSK SOFTWARE

a. Before proceeding to open the software, note the client code, password and
licence key that you were supplied with in your introductory email.

b. Once installed from the website, click on the Visitor Kiosk Icon o displayed on

your desktop or by going to Start > All Programs > SGS > Visitor Kiosk

(e

- Remote Assistance
Internet
é Inkermet Explarer & windows Media Player

. @ Wlindows Movie Maker
’}9___] E-mail
Microsoft Office Qutl| Google Chrome 3
m Adobe InDesign C a Micrasoft Office Communicator 2005
iTunes 3
/) QuickTime »
m Adobe Photoshop 5 -
ﬁ‘) Apple Software Update
Eﬁ,‘ Caloulator Maillist Controller 3
Wondershare 3
F Micrasaft Cffice Wor 565 LA ) visitor Kiosk
Instank Cemo 3
E Munes @ Adobe nDesign 53
Adobe Acrobat 8 Adobe 4

__ Professional

[ ndobe Bridge C54
i adabe Contribute co| B Adobe Contribute €54
s Adobe Extendscript Toolkic C54

CUGIEEUER B 68 Adabe Extension Manager C54

c. If running for the first time, a message will display informing you that the software
is not configured. In order to configure your software, click on the SGS logo on
the top right hand corner of your screen. Then you may single click the
‘CONFIGURATION'’ button.
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SGS

B CONFIGLIRATION B ON SITE VISTTORS REPORT

4 BACK

d. Once in the Configuration screen, you will be asked to enter your client code and
password.

e. Once entered, you will be taken to the registration screen where you must
complete all the fields.

f. Kiosk name can be any name which describes your premises.

g. Network profile is generally ‘Local Area Connection’ which is selected from the
drop down menu and if you have set up a printer, you may select it from the drop
down menu.

h. Once all information is entered click ‘SAVE/REGISTER'. If details are correct,
your kiosk will display that registration has succeeded then will proceed to display
it is attempting to synchronise with the server. Upon completion, your kiosk status
should display as ‘REGISTERED'.

SGS

" KIOSK STATUS - REGISTERED

CLIENT CODE: PASEWOAD:

LUCENSE KEY;

1 2 ] 4 6 f o 3 J
Q E = T Y u [s] P
A F C H | K L LR
i X c || v B N M || SPACE || «—

CLOSE » SAVE / REGISTER ¥ REBUILD DATABASE EXIT KIDSK

i.  Now that your software is configured, you may click ‘CLOSE’ which will return you
to the main menu where your visitors may start signing in.
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SGS

"WELCOME TO SGS, ALL VISITORS MUST REGISTER BELOW

¥ SIGN IN # SIGN OUT

» INDUCTIONS

SIGNING IN AS A VISITOR AND OTHER FUNCTIONS

a.
b.

e.

Based on your previous selections, your Visitor Kiosk will display accordingly.

If a visitor taps ‘SIGN IN’, they will be directed to a page which asks them
whether they have been on the site before.

If they tap ‘NO’ they will, in addition to filling in their details they will need to view
your safety message and/or answer questions.

If they tap 'YES’ they will only be required to review their previously completed
details and sign in. They will have already undergone the safety message and
site security questions.

SGS

" PLEASE SIGN IN

» NO CANCEL b YES

In the example below, we have a first time visitor signing in with the specifications
we set. They simply answer the questions with the on screen keypad and touch
‘NEXT’ to proceed or ‘BACK’ to change an answer.
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Field: Company name

" PLEASE REGISTER

b | conmy 4
3 6 0
E R ¥ | | ] P
s|of[r|lsffn] a] R
z|x|fc| vie]| n| m| seace |+

4 mACK | | CANCEL | NEXT B

Field: Surname

* CONTINUE REGISTERING

b | onest
Q E R T Y u O P
D F G H K L LR
Z X B N SPACE —
ABacx || canciL || wERT B

Field: First Name

* CONTINUE REGISTERING

(e
E R T ¥ L I [ P
A D G H K CLR
X c B N A SPACE —
4 BACK || canciL | T B

SGS

SGS

SGS

f.  Once all fields entered, the visitor is then automatically directed to your safety

message presentation.
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Welcome to the SGS
Noble Park Site

N

g [lnvose of this Site [nduction Overview is to provide
4 with information relating to Company’s OH&S policies,
procedures and practices.

Emergency _ @

Evacuation -~

P[ an W e CHAMBERS
2

¢ o %

WAREHOUSE

g. After viewing the induction, visitors will have the option to view the induction
again. They can press ‘REPLAY INDUCTION'’ or ‘NEXT’ to proceed.
h. Once a visitor hits ‘NEXT’, they will proceed to your questions if set.

SGS

* PLEASE SIGN IN

4 BACK CANCEL | NEXT W

i. Once answers have been submitted, visitors will then be able to take a photo,
create a security question and review all their information. Once they click ‘SIGN
IN’ on the final screen, their data will be sent to the printer to print as a name
badge.
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Once a Visitor has taken their Photo ID they will be presented with the option
to retake photo if not satisfied.

SGS

" PLEASE SIGN IN

§ BE-TAKE PHOTO

4 BACK | CANCEL | WEXT b

Visitors may review details to ensure that their information is correct prior to
name badge printing
SGS

"SIGN IN SUMMARY

4 BACK || CANCEL  WENT b | b SIGMIN

1) REPEAT VISITORS SIGNING IN

Repeat visitors undergo a more rapid process to sign in to a premises. As all visitor data is
stored on a centralised database, they can access their details again in the future at any time.

a. A visitor simply clicks ‘YES’ to being a repeat visitor and they are then
directed to a page allowing them to input their surname to search for their
record.

SGS

" PLEASE SIGN IN

Visitor Kiosk Offline User Manual 1.1
SGS Australia 44



b. Once they have selected their record and hit ‘NEXT’, they will be able to view
their details, update if required (including Photo ID) and proceed to final sign
in. Their name badge will then be printed.

2) ON SITE VISITORS REPORT

a. By double clicking on the SGS logo at the top right, you will be taken to the
screen displaying ‘CONFIGURATION’ and ‘ON SITE VISITORS REPORT'.
By clicking ‘ON SITE VISITORS REPORT' you will be able to view and print
who is currently on site — this may be useful in an emergency. (We
recommend setting your default printer to your closest standard office
printer.)

SGS

3) VISITORS VIEWING ADDITIONAL INDUCTIONS

a. If there is more than one induction available, by clicking on the INDUCTIONS
button on the bottom left before signing in, visitors may select which induction
they wish to view.

SGS

*WELCOME TO SGS NOBLE PARK. ALL VISITORS MUST REGISTER BELOW.

SGS

*WELCOME TO SGS NOBLE PARK. ALL VISITORS MUST REGISTER BELOW. INDUCFONS
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For E-SERIES hardware
guestions, refer to the manual,
supplied with your kiosk

E-SERIES KIOSK

DELUXE EDITION SOFTWARE

TR SETTING UP YOUR KIOSK

el PLEASE NOTE: All Hardware and Visitor Kiosk Software is supplied pre-installed. All
steps which you do not need to do, but simply stated as a reference — have been

made orange.

proceeding

1) TURNING ON THE E-SERIES

a. Position your E-series in the desired location and connect the power cable
and power on. Ensure your computer is set to your local time.

EEIZT_R\ENCE 2) INSTALLING THE PRINTER (OPTIONAL)

a. Follow the manufacturer’s instructions for installing your label printer with its
standard or default options. NOTE! This involves installing the supplied
software before attaching the unit to your computer.

b. Adjust the print size to match the inserted label paper and set it as the default. To
reach the printer settings page, Click Start’ > ‘Printers and Faxes’ > click on the
appropriate printer and then select ‘Set Printer Properties’ on the left-hand side.
Select the ‘Advanced’ tab then ‘Printing Defaults’ button on the bottom left. A window
should appear like below. (Return to these screens if you need to make adjustments
to the printer output, such as to darken the print. Refer to the printer manufacturer’'s
instructions for more specific guidance.) Label size should be set in both Device
Settings and Printing Preferences. Recommended printer settings:

Brother QL-570 Printing Preferences PAPER TAB
Paper | Graphics || Dption” Suppolli Ld Ensure Label SIZG IS
- set to 62x100mm
Format: Visitor Name Badge Label
default
N wir e Orientation Landscape
ey Min: 12.7 - Max: 10000 o  Give priority to print
[A [Jse e 0w Ll speed
Min: 3.0 - Max: 127.0 p X .
Eect [T ] e 300x300 dpi resolution

Orientation: % Landscape

" Portrait

Copies: m I Collate

I Reverse Order

Quiality: i+ Give pricrity to print speed
1 Give priority to print quality
Resolion: (% 300300 dpi
" 300 = BOO dpi

Label format definitions... | Default

Apply
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Brother OL-570 Printing Preferences L b | GRAPHICS TAB
Paper.i-ﬁpfrcs-i Option || Support| o Select Error Diffusion
e Brightness -20, +20
e Contrast -20, +20

Halftane: " Binary
For logo and text
" Dither

For text and graphics

For general label: containing images

-20 +20
Erightress: o 4 _J _ﬂ
-20 +20

LContrast: n _J _’J

Default

1] ][ Cancel ]

& Brother OL-570 Printing Preferences : X OPTIONS TAB

Paper Graphics| Dption.l Suppart | o Select Cut Every 1
label, Cut at End

e Unit=mm

1 3: labels

8EC| [4BC x[] [w Cut at end
I~ Mirrar Printing

Unit: " mm

" Inch

Default

oK ] [ Cancel

REFERENCE | 3)

ONLY _J a.

Position your webcam
for optimum image quality. Backgrounds with a high degree of contrast (eg:
strong lighting) can result in a degraded image capture or printed result.
Refer to the webcam manufacturer’s instructions for more specific guidance.
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To adjust webcam settings, open your webcam software (after installation)
which is accessible through Start > All Programs > Logitech

Recommended webcam settings:

P
@ QuickCam®
Webcam Settings

Pan and Tilt

\—-.ﬁl

(@ _a 1

@ FIJIIIJW me
() Follow two or more of us

=
Face Trackmg

Brightness

Contrast

Color Intensity

White Balance (V] Auto
[¥] Low Light Boost
[[] Color Boost

2 QuickCam®

- ——) .
- — .
- CEe— -

Advanced Settings

Use Automatic Settings

Exposure

Backlight compensation

N - —k

Anti Flicker

Q orf

(®) 50Hz {(Europe)
(0 60Hz (North America)
Image Orientation
D Mirrored

] upside down
LED Control

Q orr

Qon

(®) Automatic

£
] o g
g_
=

' Logitech®™
QuickCam®

Camera Selector

[ Logitech QuickCam 55500

Visitor Kiosk Offline User Manual 1.1
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Enable Face Tracking
Increase Brightness
Decrease Contrast
Decrease Colour
Intensity

Check Auto White
Balance

Enable Low Light
Boost

Enable Automatic
Settings

Select 50Hz (Europe)
for anti flicker

Set LED Control
Automatic
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e Enable Launch
Quickcam Ribbon
e Enable Show Webcam

r‘ QuickCam® @ ——

Application Preferences

Logitech™

Select video calling application QuickCam?”

[14one detected 4] ' Icon in Windows
= Select e-mail client Toolbar ] )
. 4] e Enable hide my video
; Select photo storage folder -

[ Browse ]

Select video storage folder

[ Browse ]

Updates

l [ Update Settings ]
Rt

E Launch QuickCam@® Ribbon when the
webcam is in use

E Show webcam icon in
Windows toolbar

D Keep QuickCam® on top of other
applications

D Auto preview photo or video after
capture

Privacy Shade Behavior

(O Open video calling application
(®) Hide my video

O Do nothing

ROEIGT_R\ENCE 4) INSTALLING MICROSOFT .NET FRAMEWORK v3.5 SP1

a. Install the .NET Framework v3.5 SP1 which is freely available from
microsoft.com or provided to you on CD.

b. Microsoft website download link:
http://www.microsoft.com/downloads/details.aspx?FamilylD=ab99342f-5d1a-
413d-8319-81da479ab0d7

REFERENCE 5) INSTALLING THE VISITOR KIOSK SOFTWARE

ONLY a. Install the Visitor Kiosk software by launching Internet Explorer and
navigating to https://visitorkiosk.au.sgs.com

b. Atthe login screen, input the administrator username and password you were
supplied with in your confirmation email. Be aware that after the 3" attempt
trying to use wrong credentials the kiosk account will be locked. To unlock
the account you will need to call 1300 850 257.

vii. Click on ‘Installer’ to reach the download page for the software

viii. Download and install the software or, if the software is to be used on
a different computer, save the executable file to a USB or CD and
install on desired computer.

SGS

Visitor: Kiosk

Name: Wisitor Kiosk
Yersion: 1.2.00

Publisher: SGS

Install

ClickOnie and .MET Framework Resources

6) CONFIGURING YOUR VISITOR KIOSK SOFTWARE

a. To setup your Visitor Kiosk software, call us on
1300 850 257
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7
.

RUNNING THE VISITOR KIOSK SOFTWARE

Before proceeding to open the software, write down the licence key, client

code and password you were supplied with for your software configuration in

Once installed from the website, click on the Visitor Kiosk Icon displayed on

your desktop or by going to START > ALL PROGRAMS > SGS > VISITOR

8)
a.
an email.
b.
KIOSK
_I Lw Qutinok Express

§ Internet
Internet Explorer
(1| E-mail
ﬂ Micrasaft Office Out|
m Adobe InDesign C|

m Adobe Photoshop C5
La Calculator

Microsoft Office Wor
\,n iTunes

Adobe Acrobat &
~ Professional

- Adobe Contribuke C5

i Remate Assistance
e ‘iindows Media Player

faﬁ windows Mevie Maker

I Goagle Chrame

g Microsoft Office Cammunicator 2005
dﬂ iTunes

Uﬂ CickTime

5"} Apple Software Update

I MailList Contraller

dﬂ wiondershare

@ Instant Demo

m Adobe InDesign £53

I Adabe

- Adobe Bridge C54

B Adobe Contribute C54

s Adobe ExtendScript Toalkit C54

LUCTEVER B 68 Adobe Extension Manager €54

»

»

L3

=) visitor Kiosk

Once the software has opened, a message will display informing you that the

software is not configured. In order to configure your software, double click
on the SGS logo on the top right hand corner of your screen. Then you may
single click the ‘CONFIGURATION'’ button.

SGS

¥ CONFIGURATION I ON SITE VISITORS REPORT

4 BACK

j-  Once in the Configuration screen, you will be asked to enter your client code and
password. Once entered, you will be taken to the registration screen where you
must input all the fields. Kiosk name can be any nhame which describes your
premises, network profile is generally ‘Local Area Connection’ which is selected
from the drop down menu and if you have set up a printer, you may select it from
the drop down menu.
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k. Once all information is entered click ‘SAVE/REGISTER'. If details are correct,
your kiosk will display that registration has succeeded then will proceed to display
it is attempting to synchronise with the server. Upon completion, your kiosk status
should display as ‘REGISTERED'.

SGS

" KIOSK STATUS - REGISTERED

CLIENT CODE: PASEWOAD:
LUCENSE KEY;

KIOSK NAME:

NETWOR PROFILE:

FRINTER Adobe FOF

Q E R T Y U s p

A F C H | K L LR

z X c | v B N M || SPACE —
CLOSE ¥ SAVE / REGISTER ¥ REBUILD DATABASE EXIT KIOSK

e. Now that your software is configured, you may click ‘CLOSE’ which will return
you to the main menu where your visitors may start signing in.

SGS

"WELCOME TO SGS, ALL VISITORS MUST REGISTER BELOW.

P SIGN IN ¥ SIGN OUT

P INDUCTIONS

SIGNING IN AS A VISITOR AND OTHER FUNCTIONS

a. Based on the field selections, safety message, site questions set in your web
customisation section — your Visitor Kiosk will display accordingly. If a visitor
hits ‘SIGN IN’, they will be directed to a page which asks them whether they
have been on the site before.

b. If they touch ‘NO’ they will, in addition to filling out their details need to view
your safety message and/or answer questions. If they touch 'YES’ they will
only be required to review their details and sign in as they have already
undergone the safety message and site questions on a previous occasion.
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SGS

*PLEASE SIGN IN

c. Inthe example below, we have a first time visitor signing in with the
specifications we set. They simply answer the questions with the on screen
keypad and touch ‘NEXT’ to proceed or ‘BACK’ to change an answer.

Field: Company name

SGS
"PLEASE REGISTER
Field: Surname
SGS
"CONTINUE REGISTERING
Field: First Name
SGS

* CONTINUE REGISTERING
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d. Once all fields entered, the visitor is then automatically directed to our
electronic induction presentation.

Welcome to the SGS
Noble Park Site

2'0f this Site Induction Overview is to provide
information relating to Company's OH&S policies,

procedures and practices.

Emergency
Evacuation

’lan

o

; ; 2% sronac
- AREA
WAREHOUSE

!

« & »

e. After viewing the induction, visitors will have the option to view the induction
again. They can press ‘REPLAY INDUCTION'’ or ‘NEXT’ to proceed.

f.  Once a visitor hits ‘NEXT’, they will proceed to questions if this option is set in
your customisation section.

SGS

*PLEASE SIGN IN

g. Once answers have been submitted, visitors will then be able to take a photo,
create a security question and review all their information. Once they click
‘SIGN IN’ on the final screen, their data will be sent to the printer to print as a
name badge.
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Once taken a photo a visitor can take it again if they are unsatisfied with it
SGS

" PLEASE SIGN IN

§ BE-TAKE PHOTO

4 BACK | CANCEL | WEXT b

Visitors may review details to ensure that their information is correct prior to
name badge printing
SGS

"SIGN IN SUMMARY

4 BACK || CANCEL  WENT b | b SIGMIN

1) REPEAT VISITORS SIGNING IN

Repeat visitors undergo a much simpler process to sign in to a premises. As all visitor data is
stored on a centralised database, they can access their details again in the future at any time.

a. A visitor simply clicks ‘YES’ to being a repeat visitor and they are then
directed to a page allowing them to input their surname to search for their
record on the database.

SGS

"PLEASE SIGN IN

b XHN | SEARCH
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b. Once they have selected their record and hit ‘NEXT’, they will be able to view
their details, change if required (including Photo ID) and proceed to final sign
in. Their name badge will then be printed.

2) ON SITE VISITORS REPORT

a. By double clicking on the SGS logo at the top right, you will be taken to the
screen displaying ‘CONFIGURATION’ and ‘ON SITE VISITORS REPORT'.
By clicking ‘ON SITE VISITORS REPORT' you will be able to view and print
who is currently on site — this is especially useful in an emergency.

SGS

3) VISITORS VIEWING ADDITIONAL INDUCTIONS

a. If there is more than one induction available, by clicking on the INDUCTIONS
button on the bottom left before signing in, visitors may select which induction

they wish to view.

*WELCOME TO SGS NOBLE PARK. ALL VISITORS MUST REGISTER BELOW
*WELCOME TO SGS NOBLE PARK. ALL VISITORS MUST REGISTER BELOW. INDUGFONS
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FAQ

Q: I tried to edit a location question, but it doesn’t let me because it says that it has already
been answered. How do | edit the question?

A: If a question has already been answered by a visitor, then it cannot be edited. The
guestion must be added again as a new question.

Q: When | start up the computer it comes up with a black screen saying ‘Pointing Device
Error” Press F2 to continue or F1 for setup.

A: Press F1 on your keyboard, open the ‘Startup’ tab, ensure that ‘Keyboardless operation’ is
enabled. Press F10 to save and restart.

Q: When | open the Visitor Kiosk it states “The Visitor Kiosk is experiencing errors connecting
to the supporting service. Please contact the service administrator to resolve this problem”

B x|

Logging service Unawvailable. Running (at least once) as Adminiskrator will set this up,

A: In the Windows Event Viewer (Control Panel->Administrative Tools->Event Viewer ) open
the Properties for the Windows Logs > Application (right click on ‘Application’ in the LHS
navigation panel).

There is a maximum log size which should be => 2048kb and the “When maximum log size is
reached” setting should be set to ‘Overwrite events as needed'.

Q: linstalled the webcam then removed it. Now when | go to plug it in, it does not work and
the Windows Installer window pops up. Why is this happening?

A: Ensure you plug the webcam back into the original USB port that it was installed in. It
should automatically work in a ‘plug and play’ manner. If your webcam still does not work after
being removed once, the computer may need to be restarted. If this does not work then the
webcam software may need to be reinstalled as per the manufacturer’s instructions.

Q: The name badge labels do not fit on the label once printed or it does not print at all?
A: Ensure your label printer is plugged in, on and the drivers are correctly installed. Click

Start’ > ‘Printers and Faxes’ > click on the appropriate printer and then select ‘Set Printer
Properties’ on the left-hand side. A window should appear like the following:

address |92 Printers and Faxes
@l adabe FOF (]
2 8
. Microsoft QFFicE Dacument ~ Microsoft XPS Document Writer
w; IDmaga riter ggady

. FDF995 B ‘WebEx Document Loader
w o w o
w Ready w Ready

Refer to ‘Setting Up Your Kiosk’ Point 2 to see what settings you must have in place.

Printer Tasks

[] Add aprinter
5] See what's printing

Select printing
preferences

é—é‘ Pause prinking

Q Share this printer

¢ Delete this printer
g Set printer properties

Q: When we try to run the Visitor Kiosk software it states it cannot connect to the server.

A: Ensure your computer is connected to the internet and can access other websites such as
www.microsoft.com or similar. This message typically appears when the software cannot
access the Visitor Kiosk database website. If you still experience problems after you have
ascertained that the computer’s internet web access is operational, please call 1300 850 257.
Support assistance charges may apply.
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Q. The error message 1001 “an unsecured or incorrectly secured fault...” is displayed and
indicates that the kiosk could not authenticate to the server.

A: The cause of the message is most typically that there’s a time mismatch or an incorrect
user name and password. As long as the GMT between the kiosk and the server are within 5
minutes of each other they should be able to communicate successfully.

Q: I have an issue not covered here. What should | do?
A: Please refer to the latest version of this manual by visiting www.au.sgs.com/stax
Alternatively you may phone 1300 850 257 for further guidance. Support assistance charges

may apply.

SHORTCUTS, TIPS & TRICKS

Alt + F4: EXIT VISITOR KIOSK PROGRAM
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