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Learning Targets

▪ PRODUCCT Control Elements

▪ Search Bar & Filter

▪ Application Modules

▪ Settings Application

▪ Identities Applications
▪ Layout

▪ Record Detail Pages

▪ Workflows

▪ Visitors Application
▪ Left Pane Menu

▪ Dashboard

▪ Check In

▪ Check out

▪ Bulk Print

▪ All Visits

▪ All Visitors

▪ Audit
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SAFE - Control Elements
• Search Bar & Filter
• Application Modules
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Search Bar & Filter

Click Icon to Search
This will perform the 
search. You can also 
press enter on your 
keyboard.

Type in Search Bar
You can search for 
fields listed in the 
search bar.

Filter Options
Select applicable 
values to help aid 
your search.

Select Filter Criteria
Click on the box next 
to the value you would 
like to filter to.

Hide/Clear Filters

Filters
Here, you can select 
the value you would 
like to filter by

Filters
Here, you can select 
the value you would 
like to filter by. 
Simply select the 
value by clicking the 
box next to the 
value.
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Application Modules

Visitors

This Application Module allows you to validate visits, add visits, check-in/out 

visits, print badges, and support all visitor activities at the Hospital.

Settings

This Application Module allows you to set preferred languages, set the 

number of results per page, and select your default application module landing 

page.
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Settings Application



Part of ASSA ABLOY
        
                  

Settings – User Preferences & Configuration 

Set Language

Set default Application

Set number of displayed results

SAVE
You must click SAVE to save 
any changes made.

Set default sub-application

Dropdowns
Use the dropdowns to select 
your preferences.

*It is recommended to set ‘Default Landing Application Page’ to ‘Visitors.’
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Visitors Application
• Left Pane Menu
• Dashboard
• Check In
• Check out
• Bulk Print
• All Visits
• All Visitors
• Audit
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Visitors - Left Pane Menu
Dashboard
View upcoming traffic, future traffic, invited visitors daily count, visitors in the building daily 
count, denied visitors daily count, and no-show visitors' daily count.

Check In

Check in visitors, check in visitor groups, create new staff visits, create new inpatient visits, create 
outpatient walk-in visits, capture image of visitor, print badges, capture signatures, scan IDs, view visit 
details, update visitor information, update contact information and update ID information.

Check Out

View all visitors that need to Check out and perform check out procedure

Bulk Print

View all unprinted badges and process them for printing in bulk.

All Visits

View all scheduled visits.

All Visitors

View all visitors entered in SAFE, add new visitors to visitor list, edit visitor details.

Audit

View all visit entries and backend details of the visit. 
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Left Pane
Complete job tasks by 
navigating to these 
pages.

Upcoming Traffic
All visits for the day 
are displayed here by 
hour.

Future Traffic
All visits for the week 
are displayed here by 
day.

Invited Visitors
Total visitors for the day.

Visitors in Building
Total visitors checked into 
the building.

Denied Visitors
Total denied visitors for the 
day.

No Show Visitors
Total number of visitors that 
did not show up for the day.

Refresh
Click Refresh to refresh visit data.
Data refreshes automatically every 15 minutes.

Locations
Click to select a specific location.
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Visitors Application – Check In
• Check In Layout
• Check In Visitors Layout
• Workflows

• Check In Pre-Registered Visitor
• Group Check In Visitor
• Schedule a Visit
• Issue Temp ID
• Walk-in Visit
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Visitors - Check In Layout

Search Bar
Search Options

Hide/Clear Filter

Visitor/Patient Record

Schedule a Visit
Filters

Issue Temp ID

Add Walk-in Visit
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Visitors - Check In Visitors Layout
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Visitors - Check In Visitors Layout, Continued

Personnel Details

Meeting Notification - On/Off

Visit Details (Read Only)

Visitor Status - Invited

Check In/Out Details
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Visitors - Check In Visitors Layout, Continued
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Visitors - Check In Visitors Layout
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Visitors - Check In Visitors Layout, Continued

Capture Signature (NDA)

Watchlist Override
This requires review if green 
checkmark is not present.

Invited – Confirmation Icon

Capture Image of Visitor

Scan ID

Print Visitor Badges

Check In Visitor

Status Selection Change Status Button

Additional Information
Answer any Admin 
Required questions
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Visitors - Check In Visitors Layout, Continued
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Visitors - Check In Visitors Layout
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Visitors - Check In Visitors Layout, Continued

Save Button
Required to update the 
fields displayed.

Visitor Information
You may update any non-
grayed out information.

Contact Information
You may update any non-
grayed out information.

Other Visit Information
You may update any non-
grayed out information.

ID Information
Scanning visitor ID will auto-fill 
in this information.

Close
This will return the user to 
the Check In Page.
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Visitors - Check In Visitors Layout
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Visitors Application – Check In
✓ Check In Layout
✓ Check In Visitors Layout
• Workflows

• Check In Pre-Registered Visitor
• Group Check In Visitor
• Schedule a Visit
• Issue Temp ID
• Walk-in Visit
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Visitors - Check In: Pre-Registered Check In Workflow

1. Click ‘ Check In’ 2. Search for Visitor
Use the filter to aid you search.
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Visitors - Check In: Pre-Registered Check In Workflow

3. Select Visitor Record 4. Review Personnel, Visit, and Check In/Out Details 
Review as required. Only available in Read-Only.
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Visitors - Check In: Pre-Registered Check In Workflow

5. Capture Signature (NDA) 5a. Sign & Click OK
Click ‘Export’ to export Signed NDA into a PDF. 

Click ‘Print’ to print a signed copy of the signed NDA. 
Capture as needed.



Part of ASSA ABLOY
        
                  

Visitors - Check In: Pre-Registered Check In Workflow

6. Answer Additional Information Questions 6a. Answer Questions & Click Submit
Only if option is available. This is enabled by Admin Roles.
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Visitors - Check In: Pre-Registered Check In Workflow

7. Review Watchlist Details 7a. Review Details, Enter Notes, and Override/Deny
‘Deny Check In’ will not allow the visitor to check in.

‘Override’ will allow the visitor to check in.
If a green checkmark is present, you may skip this step.
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Visitors - Check In: Pre-Registered Check In Workflow

8. Capture Image 8a. Click Capture, Click Camera Icon, and Click Save
If you wish, you can resize the photo before you save the image.Capture as needed.
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Visitors - Check In: Pre-Registered Check In Workflow

9. Scan ID 9a. Select Scanning Device, Select ID Type, then Scan  
Click ‘Accept’ to accept the scan.

Scanning IDs will fill out ID Information section.
Capture as needed.
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Visitors - Check In: Pre-Registered Check In Workflow

10. Review Visitor & Contact Information 11. Confirm Other Visit Information
Edit as needed. Grayed-out fields cannot be updated. Confirm Escort Name, Badge Template, and if Wi-Fi or an NDA is Required.

Edit as needed. Grayed-out fields cannot be updated.
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Visitors - Check In: Pre-Registered Check In Workflow

12. Review ID Information 13. Click ‘Save’
Enter/Edit as needed. Grayed-out fields cannot be updated. Only required if edits were made
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Visitors - Check In: Pre-Registered Check In Workflow

14. Print Badge 14a. Click ‘Print’



Part of ASSA ABLOY
        
                  

Visitors - Check In: Pre-Registered Check In Workflow

15. Click ‘Check In’ 16. Click ‘Close’

Done!
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Thank you
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