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VISITOR MANAGEMENT

The Visitor Management section of myKASTLE is used to authorize visitors and keep
record of those visitors in the system for verification.
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Kastle Systems is pleased to deliver myKASTLE to Hogan Lovells. myKASTLE is an innovative web-based tool designed to
bring greater convenience to the visitor management process through a new and improved user interface. myKASTLE is
accessible from any Internet connection, utilizing any Internet-enabled device, even an iPad.

The Visitor Management section of myKASTLE is similar to Visitor Management in Web Link in that you are able to
authorize visitors and keep record of those visitors in the system for verification. Visitor Management in myKASTLE has
been designed to elevate service levels and ensure that you maintain complete awareness and control of your visitors. As
you use myKASTLE, you will notice the additional functionality that will improve your experience.

Since you have been a regular user of Visitor Management in Web Link, we have put this introduction packet together to
make the transition as easy as possible for you.

To ensure you are completely comfortable and have a clear understanding of how to use Visitor Management in
myKASTLE, before your Web Link account expires on December 14, 2011, your client services team is available to provide
further training and support.

Please contact your client services team if you have any questions.

Phone: 703-955-8885
Email: DCCSTeamA@KASTLE.COM

Thank you for using myKASTLE.
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LOG-IN

Log-in to myKASTLE by typing the following secured URL in your web browser address bar: https://www.mykastle.com

NOTE: myKASTLE will create a secure connection, so make sure the “s” is placed after the “http” in the address bar.

CREATE A USER NAME

To create a user name, type the authorized card number of the person you are creating a user name for and click Submit.

NOTE: If you are an existing Web Link user, you will log-in using your current user name and password.

If this is your first time using myKASTLE, a message will appear asking you to agree to the "Terms and Conditions”
associated with the use of the application.
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Login

User Name

Password

[0 Remember my user name E

| forgot my password »

New User ?

Create a User Name »
~

Warning

This iz an application develo
Systems. ft is intended for a

“New User ?

Create a User Name (Step 1)

Enter Your Card Number

(Exam;

subject to monitering
rt any unauthorized
iate authorties.

_| Greate a User Name (Step 2)

23824105

LastMame *

Example: Smith

2IP code of your office building *

Example: 50312

Email *

Exampie: mykastleusen@myksstle com

Hew (Unique) User Name *

Card Number or Authentication Number:

Mew Password *

MUt b tieast & characters

Re-enter Mew Password

At laast 8 characterns, no blanks. (Examgle: johndoad?2

This is the question MyKastle' will ask when you
indicate you have forgotten your password *

This is the answer you must give to the question above *

ser Name

LOG-IN/CREATE USER NAME
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HOMEPAGE

Once logged in to myKASTLE, you are immediatly directed to the homepage (also referred to as your customized
dashboard). There are a number of features and functions that can be quickly accessed by using the shortcuts on the
myKASTLE homepage.

Home My Account | Help Contact Us
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TueNov 8 2011 051650 (UTC-05:00) Eastern Time (LUS & Canada)  Welcome, JULIE BOZZELL Log out
Quick Personnel Management Reports Quick Links
Assigned Cards Saved Reports o
Enter a full card number or a person’s name: ‘ .

| There are no saved repors

e i s i s S i

Who's In?

Floor Plans, ~ Alarms | Watch List

Stock Cards

Enter card number:

| Full Status Board Options »  Check Yourself In/Out »

Legend
i ) ®n  © in+ Spos Notes

@ out @ Out + Special Notes

Authorize Visitors

Add Visitor:

LastMName, Firstame | Go

Add Multiple Visitors

Today's Authorizations:

Search

Search by last name

View Today's Visitors | Print List | Visitor Report

©2011 Kastle All Right Reserved Terms & Conditions | Privacy Policy My Account  Help = ContactUs | Log Out

+ Authorize visitors
and see who has been
previously authorized.
For more informa-
tion visit Visitor
Management pg. 27
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Authorize Visitors - Shortcut
On the homepage of myKASTLE, you simply type the person's name in the text field under the Authorize Visitor box and
click "Go".

Home My Account | Help Contact Us
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Tue Mov 8 2011 05:16:50 (UTC-05:00) Eastern Time (US & Canada) Welcome, JULIE BOZZELL Log out

Quick Personnel Management Reports Quick Links

Assigned Cards Saved Reports o

Enter a full card number or a person’s name: ‘ - .

| There are no saved repors

N S SN S o i

Who's In?

Floor Plans,~ Alarms || Watch List

Stock Cards

Enter card number:

-_ Start Date: * End Date: * Earliest Time: * Latest Time: *
g i o [ o
Available time determined by building parameters
Kuthori Visi Company: * Floor: = Notes: Email Address Used at Check-In:
uthorize Visitors Kastle Systems - Devel » FLOOR 02
FLOORO1
o ALLFLOORS
Add Visitor:
LastName, FirstName | Go Special Instructions:
Add Multiple Visitors Last Name: * First Hame: Last Name: * First Hame:
Smith Jimmy LastName FirstName
Today‘s Authorizations: ‘Laswame | |Firstrlame | ‘Lastr-lame ‘ ‘Firstrlame |
2 ‘Laalrlame | |F|rsﬂlams | ‘Laslrlame ‘ ‘Flratrlams |
Search
‘Laswame | |Firstrlame | ‘Lastr-lame ‘ ‘Firstrlame |
Search by last name
‘Laalname | |Firstrlams | ‘Laslname ‘ ‘Firatrlams |
View Today's Visitors | Print List | Visitor Report

astle All Right Reserve ] Conditions | Privacy Polif

Save Cancel

The next screen allows you to specify the time frame for when this visitor will be granted access to the building, which
company they are visiting, and the floors they can access through the elevator. Click SAVE to continue.

+ Add a note about the visitor: Type in the General Text field to add specific notes for a visitor (e.g., have them call Bob
and extension #1234). This notes field is limited to 100 characters.

+ Email Address Used at Check-in: Enter the email address a notification should go to when the visitor checks in.

+ Special Instructions: General text field for the user to add specific instructions on how this visitor should be handled or
directed once checked in. Not to exceed 100 characters.
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View Today'’s Visitors

Choosing this option will list all authorized visitors for the current day and the time parameter their access is available.
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count

Help

Contact Us
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Quick Personnel Management

Tue Moy 8 2011 05 16,50 (UTC-05 00} Eastem Time (US & Canada) Welcome, JULIE BOZZELL Log out

Reports

Quick Links

Assigned Cards

Enter a full card number or a person’s name:

Stock Cards

Enter card number:

Saved Reports

There are no saved reports

View All »

Who's In?

Floor Plans | Alarms

Go to Reports »

4 <

Watch List

Today's Authorized Visitors

Add Individual View All Visitors

Authorize Visitors

Add Visitor;

LastName, FirstName

=

Add Multiple Visitors

Today's Authorizations:

| ===

Search by last nam

»Heartbeat (Do not Edit)

»new test user

»test! usertesttest

Start Date: *

End Date: *

Start Date: *

End Date: *

Start Date: *

End Date: ™

iew Today's Visitors \Print LSt | Visitor Report
1K

All Right Reserved Ter!
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Cemn

CeEm

Earliest Time: *

Latest Time: =

Earliest Time: *

Latest Time: *

Earliest Time: *

Latest Time: *

Available time determined by building parameters

[Delete
[IDelete
[oelete

Save Changes Cancel

Conditions | Privacy Policy

+ Add Visitor: Add another visitor to the list.

+ View All Visitors: Display all programmed visitors in the system.

View History/Visitor Report

Provides a filtered report that displays a visitor or visitors in a certain

time and allows a report to be generated.
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ount

Help

ContactUs

Log Out

building or company at a generalized or specific

Visitor History Report =

Select Saved Report: |- Select One - 5

OR

Company
Available

Al

Bookcase Properties (15t Floor)
Brandon & Sanderson (Suite 200)
Clive & Cussler (8th Floor}

Orsan, Scott, & Card (5th floor)
Rigby & Jordan (4th Floor)

Time Period

Sep = W lon

[ Jm

Until Date

Since Time hh:mm AM|PM
__hh.mm AMIPH

Until Time

Run Report
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