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Part I: Installation Instructions

1.1 HARDWARE AND OPERATING SYSTEM REQUIREMENTS

Hardware Requirement | Version
CPU - Pentium IV or above
0O.S - Windows Windows 7+ 32/ 64 bit with .Net Framework 4.6.1+

INSTALLATION PROCESS

1. Before beginning the installation process make sure the user that is signed into the computer has Administrator

rights.

Open a browser and navigate to www.starthallpass.com

© Nohw

0,

Click here to download the Hall
Pass Hardware Manager

@

Right click the file and
extract the contents

wl

g

g

Fig 1.1.a - Installation Process

Enter the credentials sent from Hall Pass

Click “Launch” to download the Hall Pass application

Click to download the Hall Pass Hardware Manager

Right click the file and extract the contents.

Right click the extracted file and “Run as Administrator”

Select the “Update Hardware” button to install the hardware drivers

©)

Right click the extracted file and "Run as Administrator”

Fo

@

Select the "Update Hardware" button to install
the hardware drivers

Open Hall Pass Hardware Manager )
% Run as sdministrator

Troubleshoot compatibiity

P ID Scanner Driver

HSIT-6005 Scanner Driver

M
Scan with Windows Defender. I
Share with o Dymo Printer Driver
Pin to taskbar

S Rfid Driver
Restore previous versions

CipherLab Barcode Reader Driver

Send to

Cut

Copy
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Part II: Introduction

2.1 PURPOSE & SCOPE OF THE APPLICATION

One of the major challenges in our society is protecting our schools and educational facilities, the safety of these
institutions is a cornerstone in communities across the country.

To help ensure students are learning in a secure environment Hall Pass will verify each visitor's

Identity, flag potential predators to your predetermined office staff, and alert the proper authorities.

Identity records are stored in our data center which can be conveniently accessed and printed at the
touch of a button. Utilizing our automated screening process ensures a secure educational experience
while maintaining a safe atmosphere to work and learn.

2.2 KEY FEATURES

The key features of Hall Pass are:

1. Scanning the Driver License of the visitor (Any government issued ID may be substituted based on the school’s
procedures - ID card, Green Card, Military 1D, Border Work Card, Passport)

2.

3.

9.

Integrating Radio Frequency Identification (RFID) with the visitor or faculty
Printing badges

Creating School Restricted List (SRL)

Accessing Sex Offender Registry (SOR)

Performing Criminal Search

Exporting Data/Reports in PDF and Excel format
Implementing Role based Security

Maintaining master data

10.Sending alarms for HITS

Page 5 of 78
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Part III: Working with the application

3.1 LoGIN MODULE

The first-time user will receive their login credentials via email from alert@hallpassid.com. After entering the
activation code in the activation window the user will be redirected to the Terms and Conditions page. The user can
access Hall Pass after reading and accepting the Terms and Conditions.

3.1.1 LOGIN SCREEN

Hall Pass can be opened by clicking the shortcut icon on the desktop to display the welcome page. Users can input
their assigned credentials to log in. Clicking the “Close” button will sign the user out and close the application.

HALL PASS

Login To Hall Pass

Fig 3.1a - Login Screen
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3.1.2 FORGOT PASSWORD

Users can retrieve a forgotten password in the Forgot Password screen.

HALL PASS

Forgot your Password?

Fig 3.1b - Forgot Password Screen

An email containing the login credentials will be sent to the email address associated with the user. If the user no
longer has access to the email address contact the District Admin to retrieve login credentials. If further assistance
is needed from Hall Pass Customer Service, the District Admin will need to contact Hall Pass Customer Service to
validate the user has permissions to access Hall Pass and requires assistance with login.

Cancel button will redirect user to login screen.
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3.1.3 WELCOME SCREEN
District Admin - o -

&% Welcome =) r:\ =
. O BALL PASE

&3 support@hallpassid.com

« Student Check In/Out 3 800-269-2650
¢
Cﬂ
AN
Video Tutorials User manual
Screen Connect

w ORDER SUPPLIES

[ Emergency Report

| Reservation

<P Logout

&«

Fig 3.1c - Welcome Screen

After a successful login the Welcome screen will be displayed along with the other tabs the user has authorized
access to. Contact the District Admin if there are user restrictions that the user feels are in error.
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3.1.4 SELECTING SCHOOL

If a user has been assigned to more than one school the user can select the Hall Pass tab and will be
prompted to select which school to operate in.

Please select a school to proceed.

Search School

Easttown
Maorthtown
Southtown

Westtown

Fig 3.1d - Select School Pop-up

After selecting the school users can access Hall Pass functions pertaining to the selected school.
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3.2 HALL PASS TAB

The Hall Pass Tab contains important functions for the successful operation of Hall Pass.

Hall Pass

Visitor History

Visitors Restriction

S0R List

Crnminal Data

Background

Messenger

Events

Questionnaire

Fig 3.2a - Hall Pass Tab Overview

Overview of Hall Pass Tab Options:

Hall Pass - Main Hall Pass screen to check in/out visitors

Visitor History - Detailed search function of all visitors

Visitors Restriction - Create a Visitor Restriction List

SOR List - Search all 50 states Sex Offender Registry databases at anytime
Background - Run a full Criminal History report (Extra charge per search)
Messenger - Integrated Messenger feature to quickly message Hall Pass Users

Events - Easily create events, add attendees, and quickly mass print badges or export list of attendees

Page 10 of 78
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3.2.1 HALL PASS - SEARCH PREVIOUSLY SCANNED VISITOR

Under the Hall Pass Tab select Hall Pass to open the search feature. Users can use the left panel to search for visitors
who have been previously scanned into the system.

Hall Pass oisriet aarin [l - o HE
W Elementary “First Nome N Take Photo (Webcam)
Welcome
> Hall Pass
&] Schools
© Please use 2 character minimum in either First Name or Last Name to search. ~[JEREINTN Campus v+ Region United States v
Users
“Purpose Visitor v+ Commeiis -
Cle
Volunteer
Visitors Volunteers  Faculty ¢, Q ]

My Account Select MNote Rfid Status. Photo Time Last Name First Name Destination Purpose Comment

Support

%) Emergency Report

[
14 Reservation

P Logout

«

Fig 3.2b - Hall Pass Search Screen

» The blue panel on the left is used to search for previous visitors. Search fields must contain a minimum of two
(2) characters, partial and full name searches can also be performed. All results will populate in the list panel.

Advanced Search

« When running reports for Visitors, Students, Faculty or Volunteers users can use the advanced search option to
narrow the search parameters.
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Hall Pass

W Elementary
,  Welcome

Last Name.
Hall Pass

First Name.
Schools

Users

Faculty
Student
Volunteer
Visitors  Volunteers  Faculty ¢,
lzscous Select Note Rfid Status Photo
Support i
O # ©  Admitted
Admitted
b+ 0 SRLHit
O & o Admited

SOR Hit

bl ool ol ]

O + ©  Admitted
O # ©  Admitted
O 4+ ©  Admitted

|7 Emergency Report

(& Reservation

P Logout

«

© Please use 2 character minimum in either First Name or Last Name to

Time

119707 AM

111648 AM

111617 AM

11611 AM

111553 AM

111534 AM

“First Name

“Last Name

“Birth Date MM v | DD v vy v

*“Destination Campus v+

“Purpose Visitor v+

Print Badge ‘ ‘ Log Visit ‘ ‘ Student H Check Out
Last Name First Name Destination Purpose Comment

JonEs ToMMY campus visitor
HENZE SwiALLs Campus visitor
HERNANDEZ ROJELID campus visitor
LoNG MAURICE Campus visitor
MERRELL MEIGAN campus visitor
HARPER susaN Campus visitor

R . N |

i

’ Take Photo (Webcam)
= Update Photo
P __Upda\e Info

Region

Comments

United States v

T
Q |

Fig 3.2c - Search Results will be displayed with columns to add notes, attach/detach RFID, and details about each visitor (status, photo, check-in

time, name, destination, and purpose)

ATTACH RADIO FREQUENCY IDENTIFICATION (RFID)

To attach an RFID click on the red cross o to the left of the visitor's name. A pop-up will display a prompt to scan

any unassigned RFID key.

Attach Rfid

Flease scan any unassigned rfid key.

Cancel

Fig 3.2d - Attach RFID Pop-up
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DETACH RFID

To detach an existing RFID, click on the Green check .

Hall Pass Confirmation

Are you sure you want to detach this RFID
for this faculty?

Fig 3.2e - Detach RFID Pop-up

Click ‘Yes' to detach the RFID.

Note: RFIDs may be re-used by assigning them to another visitor or faculty member
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3.2.1.1 HALL PASS - SCAN/PRINT BADGE FOR NEW/EXISTING VISITOR

Last Scanned Details

Under the Hall Pass Tab select Hall Pass and conduct a search for a previously scanned visitor. Select a visitor to
display their information including full name, date of birth, and photo (if available). Users can update visitor

information, check-out a visitor, or print a new badge by selecting ‘Print Badge.’

%) Welcome
Hall Pass

j Schools
Users
Faculty
Student
Volunteer
My Account

Support

|7 Emergency Report

(& Reservation

P Logout

=

Hall Pass

W Elementary

Last Name.

First Name

Please use 2 character minimum in either First Name or Last Name to

search.

Visitors Volunteers

Select MNote Rfid

O + ©
O + ©
O + ©
O + o
O + ©

Status.

Admitted
SRL Hit

Admitted

SOR Hit

Admitted

Admitted

Admitted

Faculty ¢

Photo

Clear

11:17:07 AM

11:16:48 AM

11617 AM

11611 AM

1111553 AM

11115134 AM

HEINZE

HERNANDEZ

LONG

MERRELL

HARPER

“First Name TOMMY
“Last Name JONES
“Birth Date 3 1 v 1970 v
Destination Campus v
"Purpose. Visitor v
Print Badge H Log Visit H Student ‘ ‘ Check Out |
First Name. Destination Purpose Comment

SMALLS

ROJELO

MAURICE

MEIGAN

SusaN

Campus

Campus

Campus

Campus

Campus

Visitor

Visitor

visitor

visitor

District Admin Instant Alarm

: Take Photo (Webcam)
s Update Photo

. Update Info
£

United States

Q

B

c &A

Fig 3.2f - Visitor Search Results
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Visitor Information Buttons:

Manual Entry Button: Users can manually input the visitor's information by clicking on Manual Entry. This can be used if
no scannable ID is present. (i.e. Passport books, temporary IDs, etc.)

Duplicate Entry Error: This message will display for visitors with the same first/last name. Examine visitor log for
potential duplicates, if none are found then select ‘Proceed As A New Visitor.'

Scan Button: This will scan the Driver License of the visitor and populate the data (First
Name, Last Name, DOB, ID picture).
Error Message: If the scanner is not connected to the system, this error message will appear.

"The scanner is not connected to the PC. Please try again.” See Figure 3.2g.

. e T - o E
- Please enter First Name.
 Please enter Last Name.
Welcome » Please select Date of Birth.
o
Hall Pass W Elementary “First Name Take Photo (Webcam)
Schools
Users
2 character minimum in either First Name or Last Name to “Destination | Campus v+ Region United States v
5  Faculty
. Comments 5
“Purpose Visitor v *

Student

&k Volunteer

T T . T T
My Account

Visitors Volunteers  Faculty ¢, Q &
Support

Select Note Rfid Status. Photo Time Last Name First Name Destination Purpose Comment

19707 AM

O % @ Admited

SRt 111648 AM HEINZE SMALLS Campus Visitor

O 4 @ Admited

SOR 111617 AM HERNANDEZ ROJELO Campus Visitor

[0 4 ©  Admitted 111553 AM MERRELL MEIGAN Campus Visitor

[0 % ©  Admitted 11:1534 Al HARPER SUSAN Campus Visitor

O # ©  Admitted E 111611 AN LONG MAURICE Campus visitar

[ Emergency Report

| .
[4 Reservation

«J Logout

&«

Fig 3.2g - Visitor Search Results with Error Message

Image displays error message received when attempting to scan. If scanner is plugged up but is not working, please
check your drivers or re-plug the scanner.

Note: Scanning will only be done by clicking the ‘Scan’ button.
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Print Badge Button: The following actions will be performed when Print Badge is clicked:

1. Validate mandatory fields.

2. Check School Restricted List and prompt user for further action.

3. Check Sex Offender Registry and prompt user for further action.

4. Print the Badge

Validate mandatory fields

An asterisk (*) is displayed next to the fields required before a badge may be printed. Failure to provide information for
these fields will result in an error.

s o nanie [T - © K4

 Please enter First Name R

+ Please enter Last Name.
Welcome + Please select Date of Birth.

W Elementary

*First Name ¢ Take Photo (Webcam)

2  Hall Pass

Schools
2 Update Info
— awoe [ v]on  v|ew %
Users
use 2 character minimum in either First Name or Last Name to “Destination | Campus v+ Region United States v
5 Faculty
“purpose Visitor v+ Comments =

Student

Volunteer

T T . T T

Visitors Volunteers  Faculty ¢, Q >

Select Note Rfid Status. Photo Time Last Name First Name Destination Purpose Comment

My Account

Support

111707 AM Campus

1 4 @ Admited

SRt 111648 AM HENZE SMALLS Campus visitor

O 4 @ Admited

SOR I 111617 AM HERNANDEZ ROJELO Cempus Visitor

O + © Admitted

111553 Al MERRELL MEIGAN Campus Visttor

O # ©  Admitted 111534 AM HARPER SUSAN Campus visitor

[0 4 ©  Admitted E 1611 AM LONG MAURICE Campus Visitor

[ Emergency Report

[d Reservation

«J Logout

«

Fig 3.2h - Visitor Search Results with Mandatory Field Error
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3.2.2 VISITOR HISTORY

Under the Hall Pass Tab select Visitor History to display a list of all visits to the school and search by date

and/or name. Use the Advanced Search to narrow the search parameters by status, purpose of visit, and/or

destination.

Welcome
Hall Pass
Schools
Users
Faculty
Student
Volunteer
My Account

Support

Emergency Report

[4 Reservation

«J Logout

&«

Visitor History

Select School(s)
Last Name.

First Name

Current Visitors Search

© Note: View button is optional. Set criteria and click
Export for reports.

EXCEL/CSV (List]

Status.

Admitted

Admitted
SRLHit

Admitted
SORHit

Admitted

Admitted

Admitted

Admitted
SORHit

Admitted

Admitted
SRL Hit

Admitted

Admitted
Q@A Hit

Admitted

Admitted

Admitted

v m View Report Status

Photo Last Name

JONES

HEINZE

HERNANDEZ

LonG

MERRELL

HARPER

HERNANDEZ

covALT

MOBLEY

HERNANDEL

MOBLEY

MOBLEY

MOBLEY

MOBLEY

POPDPDPDooBEONEF DB

First Name

ToMMY

SMALLS

ROIELD

MAURICE

MEGAN

SUSAN

ROIELID

NATHAN

MATTHEW

ROIELD

BELINDA

BELINDA

BELNDA

BELINDA

Visit Date

03/07/2022 111707 AM

03/07/2022 111648 AM

03/07/2022 11:16:17 AM

03/07/2022 11:16:11 AM

03/07/2022 1171553 AM

03/07/2022 111534 AM

03/07/2022 10:3708 AM

Chec-Out 11:14:33 AM

03/07/2022 103555 AM
Chec-Out 11:1437 AM

03/07/2022 10:32:08 AM
Check-Out 11437 AM

03/07/2022 103156 AM

03/07/2022 10:28:42 AM

Chack-Out 111437 AM

03/07/2022 10:27:40 AM

03/07/2022 102737 AM

03/07/2022 10:27:10 AM

School Name

W Elementary

W slementary

W Elementary

W Elementary

W Elementary

W slementary

W slementary

W Elementary

W Elementary

W Elementary

W slementary

W slementary

W Elementary

W Elementary

Purpose

Visitor

Visitor

Visitor

Visitor

Visitor

Vistor

Visitor

Visttor

Visitor

Visitor

Vistor

Visitor

Visitor

Visitor

Destination

Campus

Campus

Campus

Campus

Campus

Campus

Campus

Campus

Campus

Campus

Campus

Campus

Campus

Campus

mcrone [T - 0 B
B - [

Comment

Fig 3.2i - Visitor History Screen
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Once the search parameters have been identified, click ‘View’ to display visitor history. Each Visitor entry will provide
status of the visit, check-in and check-out time, destination and purpose of the visit. Visitor History can be exported to

Excel or PDF.

Visitor History

Users
5 Faculty
Student
i Volunteer
My Account

= Current Visitors. Search
Support

@ Note: View button is optional. Set criteria and dlick
Export for reports,

Emergency Report

T e [ |

EXCEL/CSV (List) v m View Report Status Page 1 of 1 l:”:l

Status. Photo

LastName  First Name Visit Date School Name Purpose Destination Comment.

" 03/07/2022 111707 AM
Admitted JONES ToMMY W Elementary Visitor Campus

Fig 3.2j - Visitor History Search Results

To export the search results select the export format and function then click ‘Export.’

EXCELACSV (List) v m

PDF

EXCEL/CSV (List)
EXCEL/CSVY (Totals)
EXCEL/CSY (Totals Detailed)

Fig 3.2k - Export Option

View Report S5tatus

Last Name

JOMNES

First Mame

03407,
TORMMY
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SCHOOL RESTRICTED LIST

If a visitor is found in the School Restricted List (SRL) a pop up will display:

A Visitor Restriction Warning

First Name | SMALLS|

[smaLLs | First Name
Middle Name | | | | Middle Name
Last Name | HEINZE] [HEnzE | Last Name

Photo First Name Middle Name Last Name Sex

Scanned Picture

l Restriction Comment

Date of Birth 04/26/1990

04/26/1990 Date of Birth
rge [ ]

Age

Custody-and-Visitation-Order.jpg

"Compare the information from the scanned "Visitor” on the left to the "Visitor
Restriction List" (SRL) information on the right to designate visitor status.”

| Alert & Stop Visitor |

Cancel SRL & Proceed ‘ | Alert & Print Badge

We have found the following possible matches for the selected visitor in the Visitor Restriction List

SMALLS

3

showing 1ol Page

Fig 3.2l - Visitor Restriction Warning

Proceed by selecting one of the following options in accordance to your school’s protocol:

Cancel SRL & Proceed - override the SRL check and allow printing.

Confirm and Proceed - confirm the Visitor and allow Sex Offender Registry (SOR) check, a badge will be printed.
Alarm will be sent to the alarm list for the given school.

Confirm and Stop - stop further processing and send alarm to the alarm list for the given school.
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After checking in a new visitor an updated list of all current visitors checked in to the facility will appear.

s o nas [T - o

W Elementary st Name Take Photo (Webcam)
I ‘t [ vramerion

© Please use 2 character minimum in either First Name or Last Name to search. “Destination Campus. v+ Region United States v

“Purpose Visitor v+ CarraGis -
.

Visitors  Volunteers Faculty ¢ Q '

Welcome

Last Name.
Hall Pass.

Schools

Users

Faculty

Student i

Student

Volunteer

My Account Select Note Rfid Status Photo Time Last Name First Name Destination Purpose Comment
SrEi O + ©  Rdmited 112408 AM Hemze swaLLs Campus vistor

O + O Admitted 11:17:07 AM JONES TOMMY Campus. Visitor

O 4 © Admited 1617 AM HERNANDEZ ROJELIO Campus vistor

SOR Hit

O + O Admitted 11:16:11 AM LONG MAURICE Campus. Visitor

O + © Admitted 11:15:53 AM MERRELL MEIGAN Campus Visitor

O + O Admitted 11:15:34 AM HARPER SUSAN Campus. Visitor

Emergency Report

|
{4 Reservation

P Logout

&

Fig 3.2m - Updated Visitor List

Note: For visitors checking in via RFID, badges will only be printed if the school has selected the ‘Print Badge' option
for all RFID check-ins. The previously Scanned Visitor’s list will be refreshed upon check-in.
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VISITOR LIST

Under Hall Pass Tab select Visitors List to display all visitors who have entered the facility within the chosen
search parameters. Users can narrow the search parameters by using the advanced search button.

— e i [T = |
Selact Schook(s) EXCEL/CSV (List) v View Report Status Poge 1 of 1

Welcome
T status Prota Lasthame  Farst Name isit Date Schaal Name: Purpose Destination Comment
Hall Pass 3772032 11 =
i 03/07/2022 11:2498 AM
Schools irst Name
03/07/2022 111707 an
" Admitted JonEs ToMMY wsementay vister Campus
i it 03/07/2022 1141648 M
SR Hit
Student
Admitted 03/07/2022 111617 M
vz Bemertan vistor Campus
Volunteer
) 03/07/2022 1341611 AM .
My Account Admitted LONG MAURICE W Bementary Vistor Campus
Suppart o3r0s 11
03/07/2022 131553 AM
Admitted MERRELL MEIGAN W Bementary Vistor Camps
03/07/2022 1311534 AM
Admitted E HagoER susan W Bementay vistor Campus
Admitted - . -
HENANDEZ  ROJELO W Bements Vigtor Compus
SOR Hit E ‘ ”
el SRR e
SRLHit
it 0370772022 12:3%56 4M
Admitted . . Sementn .
[% Emergency Repart
P LogoL
J rogone A
Admitted wosLEr BEUNGA W Bementary vistor Campus

-

Fig 3.2n - Visitor List
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SEX OFFENDER REGISTRY (SOR) DETAILS

A Sex Offender Registry Warning

Scanned
Picture

First Name: | ROJELIO|
Middle Name | |
Last Name | HERNANDEZ|

Date of Birth 07/01,/1958

3 Offender T
Registry
Photo

ROJELIO | First Name
}CRUZ | Middle Name
HERNANDEZ | Last Name

07/01/1988 Date of Birth
Age Level ||

"Compare the information from the scanned "Visitor” on the left to the "Sex offender
Registry” (SOR) information on the right to designate visitor status.”

Cancel Alert & Clear

Alert & Print Badge Alert & Stop Visitor

We have found the following possible matches for the selected visitor in the Sex Offender Registry

Showing 1 of 2 Page

View Photo Offenses Last Mame Middle Mame

First Mame Suffix Date of Birth Alias Search

HERNANDEZ

Q, 1 HERNANDEZ

ROJELIO ] 07/01/1938

RCJELIO 07/01/1988 1

Fig 3.20 - SOR Warning will be displayed when a visitor on the SOR attempts to check in to the facility
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When a SOR hit comes up, users can click the lens icon " to view the details of the offence, a second screen
will pop up to display the complete SOR details.

Name Il ROJELIO CRUZ HERNANDEZ Driving License Expiry Year

SSN number Sex Offender Register Date

Date of Birth 19880701 Sex Offender Risk Level TWO

Gender M Sex Offender Classification

Citizenship Offense Count 1 Body Build
Driving License Hair Color BRO Complexion
Driving License State Eye Color BRO

Race W Height 508

Ethnicity H Weight 155

[1C0: JISHOE_SIZE: 110][SHOE_WIDTH: UNK][SUMMARY_ENDING_REGISTRATION_TYPE: LIFI[SUMMARY_ENDING_REGISTRATION_DATE: ]
[VERIFICATION_OF_REGISTRATION_PERIOD: QUARTERLY][DISCHARGED: NJ[EVENT: CHANGE OF STATUS)[EVENT_DATE: 20111121)
[ORIGINATING_AGENCY_IDENTIFIER: TX0680200][ADDRESS_PREDEFINED_VALUE: ABSCOMDED][LATITUDE_NUMBER: ]
[LONGITUDE_NUMBER: [EDUCATION_PREDEFINED, VALUE: NONE][EMPLOYEE_FLAG: JISTUDENT FLAG: JICAMPUS_NAME: ]
[INSTITUTION_TYPE: J[INSTITUTION_NAME: [EMPLOYER_NAME: |[WORK ADDRESSES: , (J[LICENSE_ISSUER_NAME: ]
[LICENSE_DESCRIPTION: ][DATE_OF_PHOTO: 20111121]

Status Remarks

Alias Details
Last Name Middle Name First Name Suffix  Date of Birth
HERNANDEZ CRUZ 19880701
CRUZ ROJELID 19880701
HERNANDEZ ROJELIC 19880701

Fig 3.2p - Details of a SOR Registrant
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3.2.3 VISITOR RESTRICTION

Under the Hall Pass Tab select Visitor Restriction to control which visitors are restricted from entering the
school.

To add a visitor to the list, click Add New. Visitors can be added to the list with optional expiration dates and
documentation. When a visitor on the School Restriction List (SRL) checks into the school Hall Pass will display
a pop-up screen very similar to the SOR screen and display alert buttons prompting the user to take further
action.

VISITOR RESTRICTION LIST

Users can search the SRL by name, gender, date of birth, and/or status.

ovccraon [T - o A
o [ e [ ] -

View it Status Last Name. First Name Middie Name: Date of Birth Gender  History Report

L s sin e osnse w »

v s nevanger nsery s w "

) ’ 2 st "
3 / v scb "
L/ v Wizsrg Bob ovmris7 " [
L s « Wizardt Bob ovee7 M [
3, 7 v oy h -
SRS v o Bave 01/6211965 M »
3 / > u o oa/ma19as M -
4 ’ Jones Davis "
3 / X Devid "
3 ’ Jones Dev -
o} 7/ v Hug! Fr 01/01/1980 -
4 s o4 Hugnes France 01198 -
4 s v Johnson Ha »
! s - a rary -
1 7 i Henrik |
3 s i Henrlk [

Fig 3.2q - School Restricted List Search Results
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ADD NEW SRL

To add a new record, click on the “Add New” button and complete the fields, and upload an image.

Add Visitor Restriction

“First Name

Middle Name

“Last Name

Date of Birth

Gender

Expire Date (Optional)

Specify Your Commen

Upload File

Update Photo
MM ¥ | |DD W O[[YYYY ¥

Select v

Show Calendar

{Size Limit upto 5 ME)

Select District

“Schools

Westville District

[] Check Al

ooooobgooooooodg

Adams

Dave School

Dave Test School 1001
Drave Test School 1002
Dave Test School 1003
Dave Test School 1004
E Elementary

E Middle School

M Elementary

N Middle School

S Elementary

S Middle Schoaol

W Elementary

W Middle Schoal

Fig 3.2r - Add new visitor restriction screen
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RESTRICTED VISITOR DETAILS

To view the Restricted Visitor details, click on the Lens Image

™

View Visitors Restriction

W Elementary

5 Middle School

W Middle School

Name Bob Vance

Date of Birth

Gender

Schools N Middle School
5 Elementary

Fig 3.2s - Pop up of Visitor Restriction Details
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If an SRL is attached to a visitor the ‘Show More Details’ button will appear and users can see the full details
of the SRL.

Visitor Restriction details
Name SMALLS HEINZE
Gender
Address 1 123 Valley Lane
Address 2
State
Country
Zip Code Hair Brown
55N number Eyes Brown
Endorsements Height
CsC Weight
Sign Num Fee

Fig 3.2t - Pop up of details displayed when ‘Show More Details’ is clicked
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VIEw HISTORY

To view the history of the Restricted visitor, navigate to the History Report column and click the image of the
book next to the corresponding name. A view history screen will display, to exit click the close button.

r—— — e R |
Showing 1of 1 Page

W
Middle Name Date of Birth Gender History Repart
Hal Pass
Schools
] Users

Faculty

Student

& Volunteer

Status

Active Restrictions Only 7

My Account

01/01/1984 M L

[, Emergency Repart

Fig 3.2u - Click the book symbol (circled in red toward the right of the screen) to view a history report.
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View History

Restricted By Restricted Date ] Comments Is Active?

Mot able to check out Alex per

1 X 1 2 o] 7 . u 4+
District Admin 312022 11:42:41 AM attached court order Active

Basic User 1073002012 12:28:07 AM I= allowed to enter lunchroom Infctive

replaced 2022-03-07 11:43:41
Basic User 10/30/2012 12:25:53 AM Must not be able to go to Infctive
lunchroom

Fig 3.2v -View History Report

Page 29 of 78



User Manual
Confidential to CompuData Solutions, LI

3.2.4 SEX OFFENDER REGISTRY

Under the Hall Pass Tab navigate to SOR List to access a
visitors and staff against the Sex Offender Registry.

&% Welcome
Hall Pass

iy Schools
Users
Faculty
Student

&% Volunteer
My Account

] Support

[%, Emergency Report

(3 Reservation

P Logout

=

SOR List

MILLER

MILER

MILER

MILER

MILER

MILLER

MILLER

Last Name

Middle Name

WAYNE

LEONARD

MICHAEL

sTEveN

STEVEN

STEVEN

Date of Birth

081771987

omnsnes

12/08/1984

oan7s1es1

08/15/19%0

00/00/1963

08771987

screen which will allow the user to search facility

crons [NV - o EA

Alias Search

Fig 3.2w - Search results for visitors and staff on the SOR.
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SOR DETAILS

To view the complete details listed by the SOR, click on the Lens Image ™ next to the visitor.

To view all cases for the visitor, click on the link next to ‘Offense Count.’

SOR Offense Details

Name STEVERN WAYMNE MILLER Driving License Expiry Year
SSN number Sex Offender Register Date

™ .
Date of Birth 18870817 Sex Offender Risk Level
Gender MALE Sex Offender Classification
Citizenship Offense Count 1 Body Build
Driving License PTCET4 Hair Color BROWN Complexion
Driving License State Eye Color ELUE
Race WHITE Height 509
Ethnicity Weight RS

[PICTURE_DATE:20130602] [URL:HTTRS://STATESCR.DPS.MS.GOV/CFFENDERDETAILS. ASPXTDISPLAY = MAIN&ID=380754] [CTHER

Status Remarks
ADDRESS:ISCHOOL ADDRESS:][EMPLCYER ADDRESS:]

Offence Detail

Offense Date Conviction Date 20070313 Offense Degree

Arrest Agency Conviction Location KANKAKEE IL Offense Level

Offense Location Offense Statue SECTION 45-33-23(G)(XVIN) Disposition Date

Court Victim Age Sentence

Case Number Victim Gender Release Date -

Fig 3.2x - Complete details of a SOR registrant
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3.2.5 BACKGROUND

Under the Hall Pass Tab select Background to open a screen which will redirect to Compudatacheck.com via a
browser window. Criminal history reports are separate from the SOR searches and require additional fees.
Contact District Admin for more information and authorization to perform this service.

Please reach out to support for more information.

Note: Users must have login credentials to access Compudatacheck.com

R . =T |
——

Status Last Name. FirstName  MiddieName  Birth Date Email Adoress Request Date

Facuity

My Account

Support

[, Emergency Report

Fig 3.2y - Access Background information at compudatacheck.com
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3.2.6 MESSENGER

Under the Hall Pass tab navigate to Messenger, the integrated messaging system which easily relays information
to all users. To create a new message click “Create new Message”. Simply create a message and send it out. If the
user is not logged in at the time the message was created, the message will be displayed when the user logs into
Hall Pass.

@ nacrors [T - o
b so [ oo | AR
£ Welcome L
Delete  View  Message Type Message Sent By Message Date
> Hall Pass e
o Q Urgent David Jores 12/5/2021 105651 AM
iy
(il Schools
o q Urgent e David Jores 12/5/2021 105456 AM
G Usess
T3 Faculty o q Notice G David Jores /1172020 34229 M
Student stt
= o qQ Urgent Test David Jones 4162020 52314 PM
&%  Volunteer
o q Notice testmascenpe: mesiage Basc User 112772019 113330 AM
@ My Account
Date:05/16/2018 S e
[&] support e A Yo Hal Pass s planned to update the nigh.. el o e Moo 13e9a M
o q Not festing messenges: Hal Pass Agmin 171972013 12:17:33 AM
0 q Notice Testig Memenger Basic User 1/19/2013 121501 AM

% Emergency Report

4 Reservation

) Logout

-

Fig 3.2z - View of Messenger screen and previous messages.

Hall Pass Message

Type Notice..

Sent By District Admin

Sent Date 3/7/2022 11:48:22 AM
Hello test

Confirm Message

Fig 3.2aa - View of a message being displayed at login.
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3.2.7 EVENTS

Under the Hall Pass tab navigate to Events to view all events. To create a new event click “Add Event.” Users will
be able to add attendees to an event, print badges for all attendees, and export of a PDF or EXCEL spreadsheet
of all attendees.

- narcrans ST - o A
WEementary /" Thanksgiving o
o oot s ason. oV pry—s Y [~ (.
%y Welcome vint Field T ?
x status Mote  ovemie  Prnt Phota Tywe Last Name. First Name Birth Date
5 Hall Pass
Schools
Users (<] (E,‘! l visitar covaut NATHAN 1201588
Faculty
Q (E,‘l Visitor DAVIS SPENCER. 66411987
Student
My Account = . ; . .
%) = a Vistar FuLLER paniEL s241583
upport
o B - - e e
° = E — e v
° = H — -

servation

P Logout
.

Fig 3.2bb - View of an event with all attendees

Event Add Edit

« Ewent Name

« Destination

« Event Date Show Calendar

Start Time 00 {00 {00 |am7 &
End Time 00 {00 {00 AMV |45
Field Trip:

Chaperone Name

Chaperone number

Fig 3.2cc - View of required information for creating an event
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Add Attendees
Visitors ~ Volunteers  Faculty  Students Add to Event Close
Check y UnCheck Al Photo Last Mame First Name
o ) -
| . DAMIELS JAKE
|:| l day charlie
] . DAY IESSICAS
O t DOE JOHM
l t DUCK DAFFY
Piskr Sny
] ﬁ GRAY ROBERT -

Fig 3.2dd - View of Add Attendees screen. Users can select from Visitors, Volunteers, Faculty, and Students. Select multiple attendees by
clicking the check boxes. Select all attendees by clicking the blue ‘Check’ or deselect all attendees by clicking the blue ‘Uncheck.’
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3.3 ScHoOLS TAB

Under the School tab navigate to the Schools option to view details of authorized schools. Administrators will
be able to see all the schools in the district and can edit basic information for each school.

Welcome

Faculty

Student

& Volunteer

My Account

[ Emergency Report

sn010

DaveTestschos 100

DaveTestsenaa100:

DveTestSehoa 100

DaveTestSchosl 100

20008

Dave sehoal

Dave Test Schoal 1001

Dave Test seroal 1002

Dave Test Schaal 1003

Dave Test Schoo 1004

£ Blementary

E Micdie School

N Elementary

N Middie Schoo

s Bementary

5 Micdie Sehcl

W Elementary

W Midde School

Schoo! District

wiestile District

wiesnile Distriet

Wiestvile Distrct

Wiestvile Distriet

wiestile District

Wiestyile District

Westvile District

Wiesnile District

wiesnile Dstret

Wiestiile District

Wiestvie Distriet

Wiestile District

Wiestvile District

Wiestvile District

State

Arkansas

wisconsin

Arkarsas

Aransas

Arksrsas

Tenas

Arkansas

Ararsas

Ararsas

Arkansas

Aransas

Arkasas

Arkonsas

Calffornia

Phone Number

3169732650

4591977652

3169732650

389731750

3169734800

3169731900

555.456.7898

530-269-2650

500.858.4512

545.456.7387

ss5-sssasse

S55.456-7897

1-600-263-2650

620-269-2650

Fig 3.3a - District Admin view of schools
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VIEw ScHoOL DETAILS

To view complete information for the selected school, click on the ‘Edit’ icon next to the school.

Edit School

*Select District v *Phone Number 1-800-269-2650
*School Code Email
*School Name Wekbsite

Cost Per Hit {in USD)

Address 1 Questionaire applicable for:
e Visitor Hall Pass Standard? Hall Pass Kiosk?
_ Faculty Hall Pass Standard? Hall Pass Kiosk?
Address 2

Volunteer Hall Pass Standard? Hall Pass Kiosk?
= Student Hall Pass Standard? Hall Pass Kiosk?

|

*Select Country Print Badge? [_] Time-Sensitive Badge? BarCode Badge?

Student Photo? Student Rfid? |+ Is Active?
*Select State

- FIALL P
School Logo -IIJ &I

School Visitor Mana

<]

(Please note - Any change will reguire a re-legin.)

mm v

Fig 3.3b - Add and edit school information from this screen

Page 37 of 78



User Manual
Confidential to CompuData Solutions, LI

3.3.1 BILLING CONTACTS

Under the School tab navigate to Billing Contacts to view the Billing Contacts list. Click on the lens image to
view more details about a specific contact.

f— sarare [N - 0
. 1T T— T

View  Edit  Delete SchoolName  LastName  FirstName  Middle Name Address. Email Phone Number  Priority Comments

N Select School(s)
iy Welcome

&  Hall Pass

-« /s X Weementary Teem m supporttesm@testorg  12MSTE9ED  PRIMARY

_ Y 7 x Adams. Company Tech 123 Street, State USA testtech@testorg 1234367890 PRINARY Handies ol tech sues.
i

Users
Cantact type L /4 X WBementay test st welementary@westiilek PRIMARY

Please Select v

Search

Faculty
o /s < WMidgle Scnoo!  Biling Cortact Test Adaress 1 team Bcontact.com Simeiei  PRMARY Comments

Student
q / X weementary Biling Lunch unch@biling.com pRIMARY foqs equipment

|5, Emergeney Report

4 Reservation

Fig 3.3c - Billing Contact screen
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VIEW BILLING CONTACT

When a user clicks on the lens image Y hexttoa billing contact a new window will open and display details
such as address, email, phone number, and any comments attached to the contact.

View Billing Contact

Name Tech Company
Address 123 Street, State USA
Email testtech@test.org
Phone Number 1224567890

Priority PRIMARY

Comments Handles all tech issues

Fig 3.3d - Pop up of Billing Contact details
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ADD NEW BILLING CONTACT

To add a new billing contact navigate to the School tab, select Billing Contacts, and click on the ‘Add Billing
Contact’ icon at the top of the screen. A new screen will prompt the user to attach the contact to a school and
fill in contact information. Users can also provide comments and more details about the billing contact.

Add Billing Contact

“5elect Schoaol Select School WV
“First Mame Middle Mame “Last Mame
Mame
Address -
“Email

Phone Mumber

“Pricrity Please Select v

Comments

Fig 3.3e - Add new Billing Contact screen
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3.3.2 ALARM CONTACT

Under the School tab navigate to Alarm Contacts to open a list of all Alarm Contacts for the selected schools.

Users can add or edit contacts from this screen.

Mlarm Contacts

Select Schoolls)

Eait Last Name Farst Name
Vi Whipmaster Bon
v Jones Daiid
/s Moty Maric
/s mobiey beinda
Student
7/ ot Nate

Volunteer
My Account

Suppoit

7 Emergency Report
[# Reservatian

o

N . I |

Comments Created By
atest again <21 Basic Ussr
s 15 3 st contact or il aiers. Matt Mobiey
Diswict Agmin
Basic User
District Agmin

Fig 3.3f - Alarm Contact screen
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ADD ALARM CONTACT

From the Alarm Contact screen, click on the ‘Add New User’ button to open up a new screen. Provide the contact
information, select which alarm sources the contact will receive, and the contact method to receive the alarm (alarm
types.) If there are multiple schools the user must indicate which school(s) the contact will receive alerts from.

Add Alarm Contact

Comments

-

*First Name Select District Westville District v
Schools®
Middle Name
Awailable Schools - Assigned Schools
“Last Name W Elementary
S Elementary
*Email
W Middle School =
Mobile N Elementary
5 Middle School
Created By
N Middle School <
Al T i
arm Types [ Email  [] SMS £ Elementary .
=<
[] Visitor Restriction Alarm [ Sex Offender Registry Alarm E Middle School
Alarm Sources
[] Instant Alarm  [_] Messenger [_| Questionnaire Adams
- Dave Schoal

-

Hold the CTRL key to select multiple items or to deselect a selected item.

Fig 3.3f - Add Alarm Contact screen
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3.3.3 DESTINATION

Under the Schools tab navigate to Destinations to display all school destinations. The Admin has the ability to

create new Destinations for their facility.

Welcome

Schools
Users
Faculty
Student
Volunteer
My Account

Support

[ Emergency Repart

4P 1ogout

«

Destinations

chool

++F

++F

++F

Loy

aym

Destination 222nd

MR SCOTTS OFFICE

New Destination2

Destination

Luneh Room-1

Gregs Oftce

Lunen Room

BarentViet

Playgraund

Kindergarten

Wrs Smiths

First Grace

Wrs. Jones foam

W Surma

Fig 3.3g - School Destinations screen

Sehaol Name

W Bemertary

W Bementary

W Eementary

W Eementary

WEementary

WBementary

W Bemertary

W Eementary

W Bementary

wEementay

wEementay

W Eementary

W Bementary

W Bemertary

W Bementary

W Bemertary

W Bementary

W Eementay

Created By

Admin, Hall Pass.

Admin, District

Admin, Dswic:

User, Basic

User, Basic

Admin, District

User, Basic

User, Basic

Test Scnool, Allen 50

User, 82sic

Mobiey, Mark.

User, Basic

User. Basic

User. Basxc

User, Basic

User, Basic

User, Basic

User, Basic

Status.

Standard & kiosk

Stangard & Kosk

Stangard & osk

Sangare

Sandze

Stangerd & kiosk

Standard

Standarg

Standarg

stanazrg

Stanaze

Standard

Standard & Kiosk

Stangard & kiosk

Staraxro

Standard

Standarg

Stangzre

Change status

Standars Orty

Standard Orly

Sndarg ony

Standarg ony

Standars Oy

Standsrs Orsy

Standard Only

Standarg Only

Standars Oniy

Standars Ony

Standzrs Onvy

Standard Ordy

Standsrd Orly

Standars Oniy

Standars Orvy

Standars Ordy

Standard Orly

Standarg ony

Kiosk Only

Kiosk Oniy

Kiosic Oty

Kiosic Oy

Xiosk Cnly

Wiosk Ony

Kiosk Ony

Kiosk Ony

Kiosic Ony

Kios Only

Xiostc Oy

Wiosk Only

Kiosk Ony

iosk Ony.

Xiosc Ony

Kiosk Only

Kiosk Oniy

Kiosic Oty

son

Bt

Botn

Botn

sotn

N o I

Page 43 of 78



User Manual
Confidential to CompuData Solutions, LI

ADD SCHOOL DESTINATION
To add a new school destination, click the ‘Add New’ button on the bottom of the Destinations screen. Adding
destinations helps to facilitate accurate reports and gives the user the ability set up contacts for each
destination. For example: If a destination for Assistant Principals Office is created with the Assistants Principals
contact information, when a visitor checks in to see the Assistant Principal, the Assistant Principal will be
notified that the visitor is there to see them.

User may also create Destinations with a limit of visitors for specific days. These are “Controlled Destinations”.
These Controlled Destinations will allow Users to only allow a certain number of visitors to that destination.

Add/ EditDestination

*School W Elementary

*MName

Show in Hall Pass? Show in Kiosk?

Mote: To deactivate, uncheck both boxes,

Controlled Destination Settings:

Start Time 00 100 {00 |AM T &
) - | &
End Time 00 |: Q0 |3 00 ||AM V |
Choose day O Monday O Tuesday O Wednesday © Thursday O Friday O Saturday O Sunday

Visitors Allowed 0
Destination Contacts

MNaote: These contacts will be notified when this destination is selected.
MName Phone Number Email

e Jee

Fig 3.3h - Add and Edit School Destinations

The user has the option to add Destination Contacts for new or existing Destinations.

Note: Phone is for SMS (text) notifications.
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3.3.4 VISITING PURPOSE

Under the Schools tab navigate to Visiting Purposes. Adding Purposes can help facilitate accurate reports, the user
can create new Visiting Purposes by clicking on Add New.

Vit Prposes — ... [ |
| Welcome
Edit X Sort Order Name School Name Cretea by status Change Status
Hall Pass _ -
’ ] +3 T vistor W Elementary Admin, Hall Pass Standard & o Standard Oniy Kiosk Ordy Both
/ a +T REACH MENTOR. W Elementary User, Basic Stardard Standard On'y Kiosk Only Both
7 a ++F Purpose Scheduler W Elementary User, Basic Standard Standard On'y Kiosk Only Both
Faculty
/’ -] 1+ 7 Ruda Purpose W Eiementary User Basc Standard Standard Oniy Kicsk Orly Both
Student
’ ] ++F General W Eiementary Rt Hall Pass Staraere Standard Only Kiosk Only ot
Volunteer
7 a +3 T Srop O Studert W Elementary Ak, Hll Fass Starnderd Standard Oniy Kiosk Only Both
My Account
Emn ’ L] ++ T Stodert Chack Out W Elementary Admin, Hall Pass Standarg Standard Oniy Kiosk Orly Bt
s a +8F Substitute W Elementary user Basc Standard & kiosk Standard Ony Kiosk Onty Botn
’ ] +eF Temp. Focuty W Elementary Adrin, Hai Pass Stardsrd Standard Ony Kiosk Only Botn
’ ] ++F Temp Student W Elementary Admin, Holl Poss Stardord Stardrd Onfy Kiosk Ondy Both
7 a ++F Food Detvery [T — Mobley, Mark Sardard Stadard Oniy Kiosk Ony Both
7 a ++F intern W Elementary Admin, Hall Fase Stzndard Standtard Oniy Kiosk Only Both
s -] +3 7 Hetping Teacner W elementary Agmin, Hal Pass Stangar Stanaara Ony Kiosk Onyy. Botn
. ] 3 F Contractor W Elementary user, sz Standard & osk Stanaard Ony Kiosk Oy Both
s a ++ T Volunteer W Elementary Admin, Hall Pass Standard & Kosk Standard Oniy Kiosk Orly Both
% Emergency Report —
. s -] ++F New Purgose W Elementary User Basic Standard Standard Oniy Kiosk Only. Both
eservation
7’ L] +3F TELLTALE W Elementary ‘Adrmin, Distict Standard & Kiosk Standard Oniy Kiosk Only Both
s ] +3F HELPER W Elementary admin, Distrier Standard & osk Standard Oniy Kiosk Ondy Bt

Fig 3.3i - Visiting Purposes screen

To edit or delete visiting purposes click the pencil icon or the red Xicon.

Page 45 of 78



© maze pass

User Manual
Confidential to CompuData Solutions, LI

ADD VISITING PURPOSE

To add a new visiting purpose the user must select the school that the purpose is for and the name of the purpose.
Check the boxes to indicate where the purpose will be visible; in Hall Pass, in Kiosk mode, or both.

Add/ EditPurpose

*Schoal W Elementary

|

*Mame

Show in Hall Pass? Show in Kiosk?

Mate: To deactivate, uncheck both boxes,

X B

Fig 3.3j - Pop up to Add or Edit Purpose
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3.3.5 STUDENT REASONS

Under the Schools tab navigate to Student Reasons. Users can create, sort and edit reasons for student
check in and out. Adding Student Reasons can help facilitate accurate student reports.

S—— PO o [

Select School(s)

% Welcome

Edit X Sort Order Name School Hame. Created By status Change Status:
&  Hall Pass —
/ ] +3 7 S W Eementary system Standard & sk Standard Onfy Kiesk Only 8oth
7 -] +*F Persoral W Elementary system Standard & kiosk Sandard On'y Kiesk Only Both
’ -] +3F Lunch W Elementary system Standard 8 kiosk Standard Only Kiosk Gy Both
05 Faculty
/ ] 7 Doctor W Elementary syster Standard & kiosk Standord Oriy Kiosk Only Both
Student
’ B +sF Hurse W Elementary system Stanasea 8 wiosk Standard Oy KioskOnly Both
b Volunteer
n 7 B +3F Tect Reason W Elarmantary Usar, Basic Standard & kosk Standard Oniy Kok Only Soth
@ My Account
& < / L] +4F Custom W Hementary User, Bslc Standard & osk Standarg Only Kiesk Only Bath
@) support
7 -] +8F liness W Elementary. User, Basic Standard & kiosk Standard Onty Kiask Ony  Both
’ B e F omv W Elementary User, Basc Standard & kiosk Sandarg Oy Kiosk Ony Both
s L} +8F Eory W Blementary Admin, Distict Standord & kiosk Standard Onfy Kiesk Only Both

W) Emergency Report

Fig 3.3k - View of Student Reasons

To add a new Student Reason, Click the “Add New” button on the bottom of the screen. Input the
name of the reason and select the checkboxes for where you want the reason to appear. Then click
“Save”.

Add/ EditReason

<]

*Schaal W Elementary

*Mame

Show in Hall Pass? Show in Kiosk?

Mote: To deactivate, uncheck both boxes.

Co o

Fig 3.3l - View of Add/Edit Reason
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3.4 USER TAB
NOTE: User Tab is visible to Admins only

USER LIST

Navigate to the User Tab on the Hall Pass toolbar to see a list of all application users. To add a new user,
click on ‘Add New User." A separate screen will pop up enabling the addition of a new user.

e ... I |
Select School(s) Shaw Active Records Only m m

,  Welcome

o — Edit Login Name Last Name: First Name Work Phone Email GroupName  Is Active?
Hall Pass =
e ’ msc13 1313 Basic 5002692650 dmvidjonesacct@gmailc sasic actve
Schools
s basic2001 2001 BA5C SITATI6 NCCALTGHALLPASSID  Adminisirator Actve
Users
s basict € easic 2 ncovait@halpassid com Basic actve
Facuty
s dadmin Admin District BO269.2650  development@halionssi District Admiristator  Actve
Student
s tech samin tech 555212 tech@enmpiecon  Administeto actve
b Volunteer
s have-slerm alerm rave 55212 haveslsmiBhalpaside sasic actve
My Account
/ ro-sarm sleem "o 55212 ro-sem@nalp Principel actve
s neevat eovan nate 035T4TRE neovatGralpassiccom Ditrc Admivisater  Actve
/ essraien Georgricu nex 38672617 Mled Beas.reaer.com aasic actve
s icskra o wosk D9 ncvat@nalpassiecom Ko actve
s 2azc10 Jones Dava SNUBTAT  cvaonessacagamale sasic actve
s sasicion Janes cava ST mpmonieyBnalipaEie Distrc Adm o Actve
’ Basicion Jones Bavd SHNMEIT  dargenescaiBomalico DistrctAdmivistrater  Actve
s sasiciz Janes taid SNMETT cavigonesacciBgmallc sasic Actve
/ pascit Jores Davd 539999999 cavigjonesacct@grallc sasic ctve
1
|5} €mergency Report
s Dasci2 Jones Bavid JM4IB/BS cavigonesarctBgmaile sasic Actve
0] ation
s mscia Jores Davd ~5919T7ES. davidionesacct@gmalc sasic actve
< Logou
« s tascis Jones ) SN Gerelopment@halipassh  Adminisirator Actve

Fig 3.4a - User list displays all application users
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ADD/EDIT USER

An admin can create a new user from this screen, assign the user a school from the list, and assign a
user group (Super User, Basic User, etc). The Admin can also customize user rights to add or remove
rights beyond their group rights.

;  Hall Pass Login Name*
First Name*
Middle Narme
Last Name"

New Password”

Student

Confirm New Password”

Email

Street Address”

Zip Code®
Work Phone”

Personal Phane

Select District
Schaols
Auailable Schools
Adams
Dave School
Dave Test School 1001
Dave Test Sehool 1002
Dave Test Schoal 1003

Diave Test School 1004

4 s Active? [ 1s Kiosk User?

Westuille District

Assigned Schoals

Hold the CTRL key to select multiple ftems ar to deselect & selected item,

4 [ B

Esculty Reports
[ Eaculty Check In/Out

4 [ Volunteer

Valureer Mansgement
[ Velunteer Bapans

[ Velunteer Cheek In/Out
] My Account

Third Party Install
) Scannar
LT

] Printer

(] Can Reset Daa?

] Can see R report?

oicrne [NV - o
[ oo | o |

Fig 3.4b - Admin view of the add or edit user screen
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After inputting the new user’s basic information, the Admin can select which schools the user can access
by clicking on the school name and using the arrow button to add the schools to the users assigned
school(s). The Admin can assign user rights by choosing a group from the drop-down menu on the right
and clicking the check box to select or de-select options.

e owcree [N - 0 B
o | ]

Login Name® newuser District Administrator E";ﬁ:’:’!’r‘"“"“
) (1 rfid
First Name" New 4 [/ Hall Pass ] Printer
] Hall Pass
Miiddle Name @ N [ Can Reset Data? §
Visitors Restriction
Last Name" User ] Visiors Restiction
] sORust
Faculty ) )
New Password* usemen [ Criminal Data errde Contr ination Limit?
Background 7
Student X ] Batkground
Confirm New Password™ | usemen ] Messenger
Emai nesnser@aoicam o fusass ] Detete Facu
] Questionnaire P
123 park way - + o Schooks
Street Address® @ s (] Can delere:
- | Alaom Comacte [] Visitor Restr ting Rights
City" City ¥ Destinations. ] Alarm Contact Editing Rights? §
] Visiting Purposes
Stater Texss L o1
V] Student Beasons
Zip Code” 12345 e o
+ A Users
Work Phone” 9876543210 # Users
4 ¥ Sudent
Persansi Phane @) Student Managament

] Student Reports

WMisacive?  []1s Kok User? ] Stugent Check In/0u
Select Distict Wiestuile District v + ¥ ety
Schaols ] Esculy Management
- - ] Eculty Reperts
Available Schools ‘ Assigned Schaols

E Elementary - W Elementary
E Middle School ! N Middle Schoal

N Eiementary

S Middle Schoo!

W Midle School

Held the CTRL key to select multiple items or to deselect & selected iem,

Fig 3.4c - Admin view of Add/Edit User screen with user rights selected

Page 50 of 78



© mase pass User Manua

Confidential to CompuData Solutions, LI

3.5FACULTY TAB

3.5.1 FACULTY MANAGEMENT

Under the Faculty tab navigate to Faculty Management to view information on faculty members. From
this screen users can edit basic information about Faculty, allow badge printing on check in, assign RFIDs,
and update the image associated with a Faculty member. Users can also export the searched faculty list
to a PDF or EXCEL spreadsheet.

o — o ... N |
Srap imaga her 1 ugioad
Select School(s) “Empleyes Number | emp-304 Birth Dete YWY MM DD . [ Select Al
[ Adams
Last Name
= “First Name Uiian Emal L |[] osvesencan
1001
Middle Name Phone Number | 1-990-304
€t [ Dave Test School
. Updaie Image 1002
“Last Name Saulsberry RAD: Q (] Print Badge? P ] Deve Test School
W 1003
=+ ] Deve Test School
D um in either First S Counselor Update More Profile Fields
Faculty
Student
Manual Entry || Scan Save Excel/Csv Upload Faculty List Export
Q o

Phato Last Name: First Name Middle Name Comments  Employment Tyne

Support
Houry Facuty

O e

) Logom

«

Fig 3.5a - View of faculty information after searching for a specific faculty member.
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3.5.2 FACULTY REPORTS

Under the Faculty tab navigate to Faculty Reports to view detailed information on faculty check in and
check out. Users can search specific date ranges as well as purposes or destinations, add/edit check-in/out
information, and also export to PDF or EXCEL.

e [T - 0

Last Name First Name: Date. n Out Comments ‘Employmen Type.

Faculty
Student
% Volunteer
3) My Account
&) Support
- ppo Search

Set criteria and click

Y

Fig 3.5b - View of faculty check-ins withing a specific date range.

Page 52 of 78



User Manual
Confidential to CompuData Solutions, LI

3.5.3 FAcULTY CHECK IN
Under the Faculty tab navigate to Faculty Check In/Out to search for a faculty member and log their visit.

F— S - o
W Elementary 2y
Last Name Last Name First Name Middlc Name Comments Employment Type

_ Sauspery Lillan Gounselor Houry Facuity

First Name

_ sauren Maureen et saiary Facuty

Welcome
Hall Pass
ks
3 Users
Faculty
Student
& Volunteer
My Account

upport

[%) Emergency Repart

f
& Reservation

) Logout

«

Fig 3.5c - View of a faculty member after searching

Once a faculty member is selected, user will be prompted with a pop-up in the bottom right of the screen.
User can then select Destination and Purpose (if applicable), and select Check In to log the visit.

RFID SCAN (Faculty) o
'
-,

First Name Lillian |2  save Image Changes

Middle Name

Last Name Saulsberry

Counselor

Comments

<

Destination None

v Scan Image Detach Rfid

“

Fig 3.5d - View of pop-up and options to select to log visit.

Purpose None

Print Badge? O
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3.6 STUDENT

3.6.1 STUDENT M ANAGEMENT

Under the Student tab navigate to Student Management to view and edit basic information about a
student. Users can Add or Delete student information, add notes to the student, and manage guardians
for the selected student.

. ... [ |

Drcp image here 1o uplosd

thuclent Number 16021
“Stuck o 50208629 . NATHEN COAT
y O “First Name EMERSON 1 . mark mobley
5 Schools Middle Name ROSE . MEGAN COVALT
Users “Last Name ANDERSON k" ﬂ BELINDA MOBLEY
Note RFID
Faculty Teacher test + ]
Student
| Update Add H Bulk Upload |m Manage Guardians
. Volunteer
My Account
Student Number Photo Last Name First Name Middle Name Teacher School Name

160206429 l ANDERSON EMERSON RosE tost W Elementary

[ Emergency Repart

[3 Reservation

P Logout

«

Fig 3.6a - View of information about a selected student.
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3.6.2 STUDENT REPORTS
Under the Student tab navigate to Student Reports to view detailed reports on student attendance. Users
can search by a specific student, date range, teacher, and absence type (excused or unexcused). To edit

attendance information click on ‘Visit Count’. The information can be exported to PDF and various forms
of EXCEL.

s [TV - 0

e [ [ | e [ e [ s

|7, Emergency Report

[# Reservation

<P Logout

P

Fig 3.6b - View of student attendance by a specific date range.
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3.6.3 Student Check In

Under the Student Tab navigate to Student Check In to log a student visit. From this screen the user can
search for a student and select the reason for the Check In/Out or Tardy. Users can also select the
guardian that is associated with this visit, mark the absence as Excused or Unexcused, and, if applicable,
print a badge or paper slip.

Sden heck s oo Y - O
W Elementary 160208854 Print Tardy [Ceadge 7 Pager
BRACKIN, KENNADI Print Check-in [Jadge 4 Paper
. 3 x Print Check-Out: [ ]8adge  [] Paper
Lunch 7 % 7] Use Current Time
~Guardian- V| _':‘
Notes
[ Excused Note Rfid
[ Unexcused + O
‘ Check In Check Qut Tardy “ Multiple ‘ Temp Student Badge
b Volunteer
My Account
Student Number  Photo Last Name First Name Middle Name Teacher School Name:
@] Support
a 160208854 l BRACKIN KENNADI SUE W Eementary
[ ‘ F 3 e wicaE, ANy W Bementary
SR ‘ .
a 160208542 t BRO0KS DALTON SHEA W Bementany
[ reoz0mes ‘ ! savanT e ALBKRNDER w Eementary

[ Emergency Report

[ Reservation

P Logout

«

Fig 3.6c - View of selected student and options to log the visit.
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3.6.4 MULTIPLE STUDENT CHECK IN/OUT/TARDY
Under the Hall Pass Tab navigate to the Hall Pass, from this screen users can search for a Guardian/Visitor
and click on the “Student” button. Users can select multiple linked students from the left column to check
in or out. The guardian/visitor can also check in/out students that are not linked by searching for students
in the middle column. This allows a one-time check in/out of a student without linking them to a guardian
(i.e. babysitter, family friend etc.). Students who have been checked in or out by a non-linked guardian will

Wxn

have an

Students

next to the visitor's name in the student reports to easily identify a one-time check in/out.

Select ‘Linked Student(s)’ OR search for other students in ‘Search Students’.

Linked students:

Remowve Link

. | 160208829
l ANDERSON , EMERSON
test

Remove Link

O ce | 160209158
COBB ., DOMINIC

Mobley

Remawe Link
cmee. | 160209167
l HARRIS . ELLJAH

Remowe Link

. 9851
u l Skywalker , Luke

[ JE— -

COVALT

NATHAN
01/20/1989

Comments

Search Students:

Last Mame COVALT
First Name

Teacher

Student Number
(Dristrict)

Search Guidelines:
Enter at least 1 character minimum in Last or First
name OR full Teacher name OR Student Mumber

(District Wide Search).

Selected Students:

160208829
=] 'I " | ANDERSON , EMERSON
test
160209167
B 'I ) HARRIS . ELIJAH
-Reason- R

Excused [] Unexcused
MNotes

[] Print Visitor Badge?

Check In Check Out
——

Fig 3.6d - View of Student pop up from the Hall Pass Screen after selecting a visitor and clicking “Student”.
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3.7 VOLUNTEER

3.7.1 VOLUNTEER MANAGEMENT

Under the Volunteer tab navigate to Volunteer Management to search the volunteer list and edit
information for each volunteer. The list of volunteers can be exported to a PDF or EXCEL spreadsheet. To
upload a bulk list of volunteers download the template file and provide all required information.

Volunteer Management

Salect School(s) Velunteer Number
Welcome:
Last Name
“First Name
5 Hall Pass
Middle Name
Schools
“Last Name
] Users
Comments

um in either First

Faculty

Student

% Volunteer

My Account

Hoages e

Hoanick. chrstine

[ Emergency Report
Hodnick: Christine.

[ Reservation

[
1]
3
R
!
Ky
[

Hodnick. Christine

4P togone

=

Type

valunteer

volunteer

Voluntess

Volunteer

velunteer

volunteer

Volunteer

Volunteer

Birth Diste:

Email

Phane Number

RFID:

Brint Badge?

Update More Profile Fields

Manual Entry || Sean Save m Excel/Csv Upload | Volunteer List Export

Drog imags hars to uplosd

— o .

Select Al
Adams

Dave Schaol
Dave Test School
1001

Dave Test School
1002

Dave Test School

Dave Test School v

o B

Fig 3.7a - View of the Volunteer Management screen
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3.7.2 VOLUNTEER REPORTS

Under the Volunteer tab navigate to Volunteer Reports to run detailed searches of all volunteers that have
been checked in or out. Searches can be narrowed down to the purpose and/or destination of volunteer
visit. The report will show the number of visits by each volunteer and provide options to edit or export.

Volunteer Reports msmcenamin [Tl - o E
L Last Name. First Name Date in out Comments Employmen  Type:
Kater Heatner GBI IBIESIAM Volunteer
Andersen e T M Volunteer
Faculty
Heeter Soptie T2 APFIIM e Volunteer
Student
fh  Volunteer
"o Trorg B e TS P P — Volunteer
My Account
COVALT NATHAN 03/07/2022 411 AM  11:19:08 AM testingoog Volurteer

Support

[ Emergency Report

R ———

4P Logout

=

Fig 3.7b - View of volunteers and number of visits within the provided search parameters.

Page 59 of 78



User Manual
Confidential to CompuData Solutions, LI

3.7.3 VOLUNTEER CHECK IN

Under the Volunteer tab navigate to Volunteer Check In to quickly check in any approved volunteers.
Search by first and last name to find an existing volunteer. Once a volunteer is selected a pop up will
appear in the bottom right corner of the screen to allow check in, then destination and purpose can be
selected.

munnmlnm - [m)
Q L |

Last Name First Name Middle Name Comments  Employment Type

Andersen Emwa volunzeer

Faculty
Student

iy Volunteer

@ My Account

Support

[B Emergency Report
[#h Reservation

) Logout

«

Fig 3.7c - List view of volunteers by search criteria

RFID SCAN (Facuity)

FirstName  Emma i  saveimage Changes &
(4]

Middle Name

Last Name Andersen
Comments
v

Destination None

Purpose None v Scan Image Detach Rfid

Print Badge?

- =
L=

Fig 3.7d - View of volunteer pop-up when a volunteer is selected
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3.8 MY ACCOUNT TAB

Navigate to the My Account Tab on the Hall Pass toolbar. From here users can update basic account
information as well as change their login password. To change user rights and permissions, or available
schools, please contact the district administrator.

My Account
My Account
Login Name® dadmin.
First Nama* pratrics
Middle Name
Last Name® Admin
Email hallpass@hallpass.com
Street Address” 123 lane
Gty dallas
sate Texas
Zip Code” 1234
Work Phane” 500-260-2650

Personal Phane

Associated Group District Administrator

) o

[# Reservation

+J Logout

—

ssocisted Schoals®
Adams.

Dave School
Dave Test School 1001
Dave Test School 1002
Dave Test School 1003
Dave Test School 1004
E Slementary

E Middie Schoal

N Elemnentary

N Middle School

S Elementary

§ Middle School

W Elementary

W Middle School

PN ... [

Fig 3.8a - Account Screen
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3.9 QUESTIONNAIRE

District Administrators have the ability to create and manage the Pre-screening questionnaire.

1. From the Hall Pass menu select “Questionnaire”

Hall Pass

Visitor History

Visitors Restriction
SOR List

Cnminal Data
Student

Background
Volunteer

Messenger
My Account

Events

.Estionnaire

2. Select “Add” and the Add Question pop up will appear:

Support

Add Question

Westville District

All Schools -
W Elementary
5 Elementary
‘W Middle School
N Elementary

Quiz Text

Quiz Options:

Option 1 [ Fail Answer?
Option 2 [ Fail Answer?
Option 3 [] Fail Answer?
Option 4 [ Fail Answer?
Option 5 [ Fail Answer?

Applicable for:
Visitor Hall Pass Standard? Hall Pass Kiosk?
Faculty Hall Pass Standard? Hall Pass Kiosk?
Volunteer Hall Pass Standard? Hall Pass Kiosk?
Student Hall Pass Standard? Hall Pass Kiosk?

Is Active?
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3. Select which school(s) to activate for this question
4. Inthe Quiz Textbox, type in one question. e.g., “Have you been sick in the last 7 days?”
5. Under the Quiz Options, type in the answer choices:
a. Check the “Fail Answer?” box if the answer choice will cause a failure in the questionnaire.

6. Under Applicable For, select which demographic will see the question and in which mode(s) it will
be displayed.

7. When finished adding answer options click, “Add Quiz”

To remove a question:

1. Select the edit icon next to the question

2. Deselect the “Is Active” box
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Part IV: Support

INSTALLATION PROCESS

1. The user that is signed into the computer must have Administrator rights.

Select the “Update Hardware” button to install the hardware drivers

©

Right click the extracted file and "Run as Administrator”

2. Open a browser and navigate to www.starthallpass.com
3. Enter the credentials sent from Hall Pass
4. Click “Launch” to download the Hall Pass application
5. Click to download the Hall Pass Hardware Manager
6. Right click the file and extract the contents.
7. Rightclick the extracted file and “Run as Administrator”
8.
@ @
ol

i

(R L

Fig 4a - Installation Guide

Open

& FRun as sdministrator
Troubleshoot compatibility
Pin to Start
Scan with Windows Defender...
Share with
Pin to taskbar
Restore previous versions
Sendto >
Cut
Copy
Create shortcut
Delete

Rename

Properties

@

Select the "Update Hardware" button to install
the hardware drivers

Hall Pass Hardware Manager 5
fnsd Ma
W 1D Scanner Driver Good
W HSIT-600s Scanner Driver Good
~ Dymo Printer Driver Gaod
~ Rfid Driver Good
CipherLab Barcode Reader Driver Good

Scannes Sdc instals 3 patch for Win10, Click here to instal the patch slore.

Yo £ might restart during dies
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FREQUENTLY ASKED QUESTIONS:

Why does the scanner stop working after a set amount of time?

Option 1: Open Power Options (within Control Panel) to change settings Turn Off Hard-Disk, System
Standby and System Hibernates to Never. Then select the Hibernate tab and disable Hibernate.7

Option 2: Open the Device Manager (right click on My Computer and then select Properties, select the
Hardware tab and then select the Device Manager button).

1. Inthe Device Manager go to the section titled Universal Serial Bus Controllers and click the + sign.

2. Double left click the first USB Root Hub and select the Power Management tab.

3. Uncheck the box Allow the computer to tumn off this device to conserve power.

4. Uncheck the same box on all root hubs with steps 2 and 3.

&

File Action
e m

View Help
ERN 7 B A=l S HC

-GG G G G O S -

57 Network adapters
@ Portable Devices
# Ports (COM & LPT)
= Print queues
] Processors
B Software devices
ij Sound, video and game controllers
S Storage controllers
= System devices
v ' Universal Serial Bus controllers

Generic USB Hub

Generic USB Hub

Generic USB Hub

Generic USB Hub

Hsit-IDScanner

Intel(R) 8 Series/C220 Series USB EHCI #1 - 8C26
Intel(R) 8 Series/C220 Series USB EHCI #2 - 8C2D
Intel(R) USB 3.0 eXtensible Host Controller - 1.0 (Micri
USB Composite Device

USB Composite Device

USB Mass Storage Device

USB Printing Support

USB Root Hub

USB Root Hub

USB Root Hub (USB 3.0)

USB Root Hub Properties X
General Power Advanced Driver Details Events Power Management

- USB Root Hub

] Allow the

computer to tum off this device to save power

is device to wake the ¢ er

Cancel

Scanner not pulling all information or incorrect information.

1. Open the lid to the scanner
2. Ensure that the glass is clean and free from debris

Page 65 of 78



User Manual
Confidential to CompuData Solutions, LI

Moving scanner to another PC

Scanners are assigned to a specific PC, when moving the scanner, the code must be reset so it can be
assigned to another PC.

1. Have your HP scanner code ready (located on the bottom of the scanner.

2. Contact support via phone, (800)269-2650 or via email,
support@hallpassid.com. Please provide support with your scanner code
requesting the scanner be reset.

3. Once support has reset the code, user can activate the machine on a new PC.

Printer has a significant delay in printing.

Open hidden icons on taskbar.

Right click on DYMO.DLS.Printing.Host and click Exit.
Right click on Taskbar and go to Task Manager.
Select Startup, Disable DYMO.DLS.Printing.Host

AN s

Printer not spooling badges

Option 1.

A. Ensure that the power cable is the supplied DYMO power cable. Power cable connection is a “L"
shaped.

Option 2.
A. Ensure the roll of badges is loaded correctly. Badges should be facing down when exiting the printer.
Option 3.

A. Unplug the power cable from the back of the printer. Hold down the Blue Button on the front of
the printer. Plug in the power cable while holding the front button. Release the front button.
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Part V: Kiosk Manual

5.1 INTRODUCTION

Kiosk is a fully customizable mode that enables self-service function of the Hall Pass system by campus
visitors, volunteers, and students. This manual will provide instructions on the set-up of Kiosk mode by

campus staff.

Kiosk mode also works with RFID and Barcode scanning for quick and easy entry/exit.

5.2 SETUP

A new user will need to be created to have access to Kiosk mode. From the USER tab on the Hall Pass

toolbar, select ADD USER.

Enter in the basic information for the Kiosk User and select the checkbox next to /S KIOSK USER to

activate Kiosk mode.

Select which School(s) the Kiosk mode will function in.

By default Hall Pass, Student, Faculty and Volunteer will be selected in the right pane. You can select or
deselect these options to customize Kiosk mode. For example, if all options are selected Kiosk mode will
show options for Visitors, Students, Faculty and Volunteer. Alternatively, if only the Faculty option is
selected then Faculty will be the only option available in the Kiosk mode. See fig. 5.3a for an example of
how Kiosk mode will display for self-serve users.
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Fig 5.2a - new user setup
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5.3 SETTINGS

The following sections will provide settings information for Kiosk mode including Visitor, Students,
Faculty, and Volunteer setup options and usage.

5.3.1 KIOSK SETTINGS
The main page of Kiosk will display only the options you selected when creating the Kiosk user.

For the display below Kiosk mode was setup with all options available.

Circled in red, the cogwheel in the top right corner will allow the Kiosk user to input login credentials to
access and edit Kiosk settings.

Moniog Macn 1,202 12504 4 G [ logom -~

Please Select the Appropriate Button To Begin:

_

Fig. 5.3a — Kiosk mode display
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The login creditials to access Kiosk settings are specific to Kiosk Mode and wil/be different from the
username and password used to login to the primary Hall Pass application.

Monday, March 7.2022 125025 FM {0F “J Logout

Please Select the Appropriate Button To Begin:

Visitor

Verify the current login

Enter your login sredentials to proceed,
Usemame |

Password

Volunteer

Fig. 5.3b — Login to access Kiosk settings

The Kiosk setting menu will allow the user to customize how Kiosk mode functions.

Hall Pass Kiosk Settings

Printer Options ~ Screen Connect
all pages visitor student volunteer faculty

global settings

show kiosk enly destinaticns?
Show Kiosk only purposes?

Show kiosk only student reasons?

enable autoscan?

please note, to edit destinati purp or student r login via non-kiosk user.

you can force the selection of a specific destination, purpose or student reason.
for example, to force the selection of one destination:

1. check 'show kiosk only destinations?', seen above.

2. via non-kiosk user, change all destination’s status to ‘standard only’ except the
destination you want to force. the destination's status you want to force should be

‘standard & kiosk' or ‘kiosk only".

Fig. 5.3c — Kiosk Settings for all pages
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5.3.2 VISITOR SETTINGS

Hall Pass Kiosk Settings

Printer Options ~ Screen Connect

all pages visitor

wvisitor check-in

wisitor check-cut

enable

student check-in

student note [] enable
student reasons [[] enable
Destinations [] enable
Purposes [[] enable

student volunteer faculty

enable check-in {print badge) [ check-in (no badge)
new visitor enable id scan

[Jenable [ ] always print visitor badge show print option
student check-out ] enable [ ] always print visitor badge show print option

please note, unchecking these baxes will not show the destination or purpose,

[] manual entry

Fig. 5.3d - Kiosk settings for Visitors

Visitor Check-in
o Enable - Allow visitor check-in through
Kiosk
o  Check-in (print badge) - Will print a badge
upon check-in
o  Check-in (no badge) - Will not print a badge
upon check-in

New Visitor

o Enable - Allows new visitors who have not
been to the building before to check-in

o ID Scan - Allows scanning of an ID for a new
visitor to check-in

o Manual Entry - Allows a new visitor to
Manually enter their information for check-
in

Visitor Check-Out
o Enable - Allows checked-in visitors to check-
out via Kiosk

Student Check-In
o Enable - Allows a visitor to also check-in a
student at the same time
o Always Print Visitor Badge - Prints a visitor
badge regardless of options selected by
Visitor

o Show Print Option - Asks visitors if they
need to print a badge for entry

Student Check-Out

o Enable - Allows option for a visitor to check-
out a student via Kiosk

o  Always Print Visitor Badge - Prints a visitor
badge regardless of options selected by
visitor

o Show Print Option - Asks visitors if they
need to print a badge for entry

Student Note
o Enable - Shows student notes in Kiosk mode

Student Reasons
o Enable - Shows student reasons in Kiosk

mode

Destinations
o  Shows Hall Pass destinations in Kiosk mode

Purposes
o  Shows Hall Pass purposes in Kiosk mode
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5.3.3 STUDENT SETTINGS

Hall Pass Kiosk Settings

Printer Options ~ Screen Connect

all pages visitor student

[] excused unexcused
[] print execused/unexcused on badge/paper

print options

tardy [[] badge paper
check-in [] badge paper
check-out [ badge [ paper

student permissions

check-in check-out [ tardy
auto print badge on summary page?
student note [] enable

student reasons [] enable

student guardians [Jenable [] print badge

search options

O Search by name

O Search by student Mumber

@ Search by name or student Number

volunteer

faculty

Fig. 5.3e - Kiosk settings for Students

Excused / Unexcused - Default setting for student check-in

Print Excused/Unexcused on Badge/Paper - Prints a badge/slip for Students

Print Option - Select which option(s) need to have a badge printed and which format to print (badge or

paper)

Student Permissions - Select which option a student can use when using Kiosk mode.

Student Note - show student notes in Kiosk mode

Student Reasons - show student reasons in Kiosk mode

Student Guardians - show a list of approved guardians for the student in Kiosk mode

Search Options - select how students will input information
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5.3.4 VOLUNTEER SETTINGS

Hall Pass Kiosk Settings

Printer Options ~ Screen Connect

all pages visitor student volunteer faculty

@) Search by name
O Search by employee number
@ search by name or employes number

Destinations enable
Purposes enable

please note, unchecking these boxes will not show the destination or purpose,

Fig. 5.3f - Kiosk settings for volunteer
Select how you want Volunteers to enter their information for check - in

Destinations - enable destination to be selected when checking-in

Purposes - enable purpose to be selected when checking-in
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5.3.5 FACULTY SETTINGS

Hall Pass Kiosk Settings

Printer Options  Screen Connect

all pages visitor student volunteer faculty

faculty permissions
check-in check-out

J Searc name
() Search by
() Search by employee number
) Searc name or employee number
@ Search by play b

Destinations [] enable
Purposes [ enable

please note, unchecking these boxes will not show the destination or purpose.

Fig. 5.3g - Kiosk settings for Faculty

Select how you want Faculty members to enter their information for check-in
Destinations - Show Hall Pass Destinations in Kiosk mode for Faculty

Purposes - Show Hall Pass Purposes in Kiosk mode for Faculty

Page 74 of 78



O mare pass User Manual

Confidential to CompuData Solutions, LI

5.4 CHECK-IN

Mondoy Mt 022 vsbtsri’ G4 Logous

Please Select the Appropriate Button To Begin:

Visitor Check In Visitor Check Out

Student Check In Student Check Out

Fig. 5.4

Check-in screen allows visitors and students to check in or out.
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Wednesday, March 16, 2022 09:00:04 AM

Select Destination:

MR. SCOTTS e el
Stars Game
COURTYARD* Nate's Office Thursday
930-1030*
Wednesday
Breakfast*

Fig. 5.5

Destinations allow a visitor to select the appropriate destination for their visit. The selection will be logged and
viewable in the Visitor History Reports (accessed in the live view section of Visitors on the Hall Pass screen).

Destinations can be enabled or disabled in the settings cogwheel of the Hall Pass Kiosk.
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Tuesday, Apeil 26, 2022 12:59:09PM  {O}

Hammond

Aaron

m
Print Badge 4

Visitors will be presented with the Print Badge screen once all mandatory options have been selected.
When the visitor selects Check-In the visit will be logged and a badge with be printed.

No Badge Option - Navigate to the settings cogwheel of the Hall Pass Kiosk to disable the option to print a
badge at Check-In.
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5.7 QUESTIONNAIRE

Monday, March 7, 2022 12:5724FM 403 “J Logout - o

This wiskbor questionnaire s applied to:
- MALONE, KEVIN

Have you had a fever in the last 14 days?

Submit Questionnaire

Fig. 5.7

If the Questionnaire feature is enabled, the questions will be displayed in Kiosk mode. The Visitor must select an
option to proceed. If their selection is deemed a “Fail” answer, they will be instructed to visit to nearest User
manned station.

For directions on how to set up the questionnaire, please visit section 3.9 on page 63-64 of the manual.
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CUSTOMER SERVICE

Hall Pass Support:

800-269-2650 / Support@HallPassID.com

Hall Pass Customer Support is available to help if there are questions about the program or if an issue arises.
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