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How to Edit an Appointment

1. From the Visitor List tab, select the appointment you want to edit and click on
the Visit Details tab.
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e W Pending | Arrived |
Wizitar Mame Wizitor Company | Host Mame | Wigitar Arrived | Arival Date Arival Time | Longterm Date | Motes ﬂ
Ewans, Art ALL-STAR 1D Butler, Liza r 4/19/2007 12:00:00 A 12:00:00 &M

| |FL&RM, Test All-Star 1D Host, Test r 4/19/2007  1/1/1900 4:00:00 PM 4/19/2007
Gun, Tommy Bower Host, Test T 4/19/2007 10:45:37 Ak
| |Jordan, Mike Bulls Butler, Lisa o 4/19/2007
| | Linehan, Jackie ALL-STAR 1D Butler, Liza r 4/19/2007 12:00:00 A 12:00:00 &M
| |MEWTON, RODNEY ALL-STAR 1D Butler, Liza u 4/19/2007
| [MEWTON, RODNEY ALL-STAR 1D Butler, Liza r 4/19/2007
| | Ottiz. Dave All-Star 1D Butler, Liza u 4/19/2007 12:00:00 At 4/30/2007
| | SAMPLE. SUSAN ALL-STAR 1D Butler, Liza r 4/19/2007 12:00:00 A 12:00:00 &M
|| SAMPLE, TERMESSEE Butler, Liza - 4/19/2007
p | Smith, John All-Star 1d Butler, Liza r 4/19/2007 | 1/1/1900 4:00:00 PM 4/19/2007
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| [ isitor, Test All-Star |dentification | Host, Test r 4/19/2007 | 1/1/1900 2:00:00 PM 4/19/2007
| [Misitar, Test All-Star Host, Test u 4/19/2007  1/1/1900 2:00:00 PM 4/19/2007
| Younghans, Bernie All-Star 1D Butler, Liza r 4/19/2007 12:00:00 AM 12:00:00 Ak
| ‘founghans, Bernie ALL-STAR 1D Butler, Lisa n 4/19/2007 12:00:00 AM 12:00:00 Ak E
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14| 4 | Smith, John b M Yiew By All Gates

Add Visit | Contiactor | Equipment | | | it | uickFind [ Findvisis | Pprnt |

Filtered By Today 4/19/2007 2:09 PM MM




2. Click on the Edit button near the bottom of the screen and then click on the
tield you want to edit (usually Visitor Name or Visitor Company).
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Visit Details | ]
Visitor Name || ~| [smith, John How Notified |yyER PRE-REGISTRATION
Visitor Company |A|I-Star Id Holes
Classification | j
Gate Designator |Main Gate j

EmployeeHost Name |Elutler. Lisa

Title |Manager

Department |Sa|es

Authorizing |

Arrival Date [4/19/07 H
Artival Time [04:00 pm
Long Term Date |4I1 Q0T j

Phone No. [800-831-5771

Host Email [RNewton@visitarwateh.com

Building No. |41 3

Floor No. |2 Pass Style

Room No. |201 Wisitar j
Location |

Plate No. | [ Printed | Arrived

14| 4 | Smith, John b M View By All Gates

Add Yisit Contractor | E quipment I Edit | Save | Filter Luick Find Find Yigitz FPrint

4/19/2007 2:20 PM MM

Edit Mode Filtered by today

3. The Visitor Name edit box appears. Click on the Edit button.

First Name |

Last Name |

LCancel | [




4. Two confirmation boxes appear. Read through the messages and be sure that
you understand you are only changing that appointment and not the visitor’s
record. To continue click yes on both dialog boxes.

0 Editing the name at this point will only affect the appoinkment recard,
\-{) If wou are entering a new name you must use the add visit button.
Are you sure you wank ko dao this?

» |  This operation can only be undone by using the Undo in the Edit Menu prior ko Save
\',,) ar by pressing the Cancel bukkon in khis dialag bos, Da wou wank ko continue ?

w |

5. The Visitor Name edit box is now in edit mode. Make the necessary changes
and then click Ok.

First Name [Jod

Last Hame |Smith

Cancel | Edit | ok |




6. Click on the Save icon or the Save button near the bottom of the screen. This

forces the save on the server but will not refresh the client cache. Next, click on
the Print Preview icon.

P Visitor Watch, - Database: VisitorWatch50

File Edit Record  Utlity Reports  Wiew Help

@@@+%mn

DEX

Visit Details | ]

Visitor Name [ ~| [smith, Joe

How Notified |WEEI PRE-REGISTRATION

Visitor Company  [a|I-Star Id]

Notes

Classification |

=] veu|

EmployeeHost Name |Elutler. Lisa

Gate Designator |Main Gate j

Title |Manager

Department |Sa|es

Authorizing |
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7. The preview will probably show the old information, however the Print
Preview action will refresh the client cache. Exit out of the Print Preview
window and click Print to print the badge with the updated information.
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VISITOR

NAME: Smith,John)
COMPANY: Al-Star Id

VISITING: Butler, Lisa

4/19/2007
R AT
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