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1 Welcome

VISITOR

Welcome to the CardExchange® Visitor
Management Help File
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1.1

Overview

CardExchange ® Visitor Management software allows your organization to take maximum
control and minimize security risks.

Within a few steps we make it easy to register, authorize, manage, and track visitors.

Our intuitive interface has a Microsoft look and feel that enables users to navigate our
software with ease.

Streamline your visitor process and lobby congestion with our pre-registration feature and
provide your visitors a VIP experience.

Reduce visitor back-log, monitor various types of traffic by categorizing visitors, manage
events, create watch lists to alert of unwanted guests, and more.

You have all the power you want without the complexity of managing visitors.

Increase efficiency with maximum control over editing, processing, and output of visitor
data.

With our badge designer you have all the tools you need to create the perfect card for your
needs in a simple and fun way!

Built to meet the industry demand for visitor management applications, CardExchange ®
Visitor Management software provides a scalable solution to grow and adapt to your
needs.

Streamline your visitor's...one step at a time!

Feature Highlights

Enter Edition Standard Edition Business Edition

Unlimited Visitor Records e Pre-Register Groups and e Event Management
Returning Visitor Lookup Events e Kiosk Mode/Multiple
On-Demand Evacuation Multiple Images per Record Lobbies

Report e Visitor Vehicle Registration e Visitor Watch Lists
e Pre-Register Visitors e Badge Expiration Date/Timee Categorize Event Types
e Print Visitor Badges e Batch Check-in/Check-out e Multiple Visitor Types
¢ View/Print Reports e |ID Scan Record e Visitor Email Notification
e Pre-loaded Badge Lookup/Display w/Barcode
Templates e Scan and Auto Populate ¢ Non-Disclosure/Company
Record Agreements
e Quick View Expired Visitor e Biometric Record
Lookup Lookup/Display

© 2020 CardExchange Solutions, Inc.
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e Customize Record Field ¢ Define User and/or Group

Labels
e User Login Profiles

Permissions
e Track and Issue Parking

e Import CSV files Passes
e Import/Export Database e SMTP Integration

Record Data/Images

1.2 System Requirements

Specications

Single License Editions:
Windows 7, 8, 8.1, and Windows 10
(32 and 64 bit)

Network (SBS) License Edition:
Windows 2008 R2, and 2012 Server
(32 and 64 bit)

All Editions:

Microsoft .NET Framework 4.8
Dual Core Processor

1024 MB Internal Memory
200 MB Free Disk Space

Internet Connection required for license
activation and use of online help files.

1.3 FAQ

¢ Advanced Visitor Reports

Device Options

Portable:
Microsoft Surface Pro Tablets
Lenovo Windows Tablets

Printers:
ID Card and Label Printers, Windows Printers
(i.e. laser or deskjet)

Capture:
Cameras, Signature Pads

Scanners and Readers:
ID Scanners, Biometric Devices, Barcode
Scanners, Contactless Readers

For specific device and model information,
please visit our
website.

This page contains a selection of our most common and frequently asked questions...

e How can | activate a CardExchange® Visitor license?[16]

e What should | do if activation fails?

e How do | create or edit my badge Iayout?|2_30'1

© 2020 CardExchange Solutions, Inc.
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e How can | add a Photo to my badge Iayout?@

e How can | capture an ID photo for a visitor?[+7)

e How can | capture a signature?m

e Which Cameras are supported by CardExchange® Visitor?

e Which Signature Pads are supported by CardExchange® Visitor?

e How can | show a variable image on the card Iayout?@

e How can | configure magnetic encoding?|s_aﬂ

e How can | protect CardExchange® Visitor with user names and passwords?m

e How can | find answers to specific questions about CardExchange® Visitor (forum)?
e Using GDI+ printing technology when printing results are poor.m

e How to use ID scanners with CardExchange ® Visitor.[+z)
e What are the colored circles for next to the visitors name?[ s

e How do | add a new visitor?[+7]

e How do | create a new event?[z]

e How can |l import or export data?[+]

e How do | use filters to show me checked-in visitors?|s)
» How do | manage expired badges?[«!

e How do | generate an Evacuation report?m

e How do | view and print visitor reports?@

© 2020 CardExchange Solutions, Inc.
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2 Getting Started

To get started with CardExchange ® Visitor, it is important to get familiarized with the
interface.
CardExchange ® Visitor has two main interfaces:

e The Main Interface offering the Visitors view, the Events view etc..
e The Configuration Interface, the Card designer.

o CandEsrianp™ Wis e Soenand i
Home  Chls  Fhomw  Wpastums  Conhgumtion  Wiem A
] oo nevec] wkiiion . (|
‘.'c' D 3 .__»,.M” “ “ '3 e sl widior ‘_ . @ ( |
[ 75 Sk wdior & = [ = Ty .S i)
New  Mes = M Checked- Hackivied Thicksh Elacibm PFam
sungr  ems  SRWVINITI GIGUE wRilgm scvmnort  eprion - barige
Wiatizra =0 iseer deails 5 i = 4]
Y-
1] 1 Lamrse pude ek Typm '1‘3
KA fkts - Fi T A “Reprationg)| oL Dugie o Tl wraEn i daiw s res
W Ty Tad CaaE hangy whiot
3 - Addranz Medifzatnn dat SM201E
W e Al Lecuray Covtw -‘-
W st Hadne City Mlacki nt waman i
heck-n
Sinim
7 aode
oy
Tite Drpaded Dabled
Forsi v Tazt Crasidy @
[ Terms Wi e ik
Fapragening CErilchangs B remuine Eacoet mtpairwn
Pha numas” P2-GIB-1P02 Ecan sanca =
Moie phonos st Biachlmied Hsiiried P
E-rrmi mzdress nezadanisachang o ATl 0N
Ca Cur Dasonpton Captrs
shnatire
T
0 Teie. Sl dnbe Theck-n dekbe Theck-col dofe . Badge sipemhon daie - Desmpto I-_V-
apmt
hedge
Visitors st o te Axkisl | Expired badiges 1 I | Evacuaticn repeet

Most of the time you will be working from the main interface, shown above is the Visitors
view.
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2.1

W

“ Home  Insert Fage layout View Service center 9

& Cul & e, i = - D g
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Layoutl
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[ There are no unread news items 195910 [] i@

And we then have the Card Designer.

Our Trial Edition

Our CardExchange ® Visitor Trial Version offers you unlimited access to all available
functionality within our editions for a period of 30 dayds. When you have installed
CardExchange ® Visitor for the first time, just select "Evaluate CardExchange® Visitor" and
select the edition that you want to try out.

© 2020 CardExchange Solutions, Inc.
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¥ CardbExchange® Visitor License Adtivation Wizard — TH| K

Welcome to the CardExchange® Visitor License Activation Wizard,
If you have & valid serial number/activation code, you can now
proceed to activate your license. If you do not have a license; itis
possible to evaluate CardExchange® Visitor in demo made.

Your trial licenss will expire within 26 days.

(® Evaluate CardExchange® Visitor

Edition: | Enter b

() Activate CardExchange® Visitor

Cancel <Back | Mest > i Finish
|

We offer the possibility to try out our Enter, Standard and Business editions. For information
about the offered functionality per edition, check out our Overview[ 101 section in this Help
File.

When you have made your selection from the drop down menu, simply click on Finish to
start your trial and use all functionality offered. The only limitation of the Trial is that it
prints DEMO on the card and on any reports. The nice part is, when you have configured,
designed etc., and you like our CardExchange ® Visitor application, you simply purchase a
license, activate it, and you keep on working. Nothing needs to be redone!

Activating your Trial or your new installation is explained in our Activation and
Registrationl 161 section of this Help file.

© 2020 CardExchange Solutions, Inc.
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2.2

Activation and Registration

When you have used our Demo Edition and you want to use it, or you directly purchased
our CardExchange ® Visitor application via one of our resellers, you will have to activate the
application.

To activate CardExchange ® Visitor you need to have a Serial Number and Activation
Code.

The serial number is a five (6) digit number and looks like 231441. The activation code is a
24 digit number and looks like 017DF-116DA-1ABA4-DDF80-CF0O5F-32D99-371F.

Activating your license is very easy to do. Just start your new installed CardExchange®
Visitor application or start your Trial Edition.

" CardExchange® Visitor License Activation Wizard = O P

Welcome to the CardExchange® Visitor License Activation Wizard,
If you have g valid senal number/activation code, you can now
proceed to activate your license. [f you do not have a license; itis
possible to evaluate CardExchange® Visitor in demo made.

Your trial license will expire within 26 days.

) Evaluate CardExchange® Visitor
Edition: | Enter

(@ Activate CardExchange® Visitor

Cancel | | <Back | [ Ne> || Finish

© 2020 CardExchange Solutions, Inc.
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Select the "Activate CardExchange® Visitor" option and click on the Next button.

% CardExchange® Visitor License Activation Wizard = O P

Welcome to the CardExchange® Visitor License Activation Wizard,
In this wizard you will be able to activate and register your
CardExchangs® Visitor license. By registering your license you

-make sure that you are being informed about updates and new

releases,

Please provide your serial number and activation code in the fields
below. IF you have received an activation file (~AUT) or an activated
license file (*.LIC), click on the advanced button and select your file.

Serial number:

12345

Activation code;
|12345-67890-12345-67890-12345-67290-1234
Machine 1Dy

IMPORTANT! Your icenss canronly be activated on a single
comiputer, Do nat activate your license on & computer thatis only
used for testing, The demo version offers all CardExchange® Visitor
funictionglity free for 30 days.

| Cancel || <Back | | Activate | | Einish

Enter your serial number and activation code.

The Machine ID is unique for each computer that CardExchange® Visitor is installed on and is used for activating the license

and to identify your computer by our licensing system. The Machine ID is generated based on your internal computer hardware.

If activation fails because you have, for example, no internet connection on your computer, your license can also be activated

directly via our website but to activate your license via our website, you need to have this unique Machine ID. For more
information about activating your license, please view our Video Section on our website where you can find helpful videos about

installing and activating CardExchange® Visitor.

When you have entered your license information, you click on Activate to start the

Activation process.

© 2020 CardExchange Solutions, Inc.
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At the moment the activation process starts, you can start registering your license.
Registering your license offers a lot of benefits. It offers access to our End-User Help Forum,
it informs you about new releases and updates, etc.

% CardExchange® Visitor License Activation Wizard = a =

It is recommended that you register your CardExchangs® Visitor
license. By registering your license you make sure that you will be
informed about new functionality and upcoming releases,

Yes, | want to register my CardExchange® Visitor license

Company name: |'CardExchange Solutions, fnc:

Contact perscn: |I!'u'|r CE

E-rnail address: ce@cardexchangesolutions.com

Address: |2E]1 Sand Creek Road, Suite H

City: | Brentwood

ZIP code! 04513

Country: |UnIted States

Phane number:  |(925) 529 4999

Printer brand: | Other v |

Company type: |"E]'ther ¥

|
|
|
|
|
State [aptional): |E.ﬂ. |
|
|
|
|
|

Ahas for forum: | MrCE

I Cancel | | < Back i | MNext = ] | Finish |

In the registration page you can enter all your company and contact information. The fax
number is optional, all other fields are required. Select the printer brand you are using, the
type of company, and in which language you prefer to communicate. Last but not least,
provide an Alias for our End-User Forum. Standard your alias is the same name as the name
of the contact person, but you can change this to something else if you do not want to have
your name shown in the forum with your post.

IMPORTANT! Your provided information will never be commercially sold and will only be used by CardExchange® Solutions and
your reseller to provide you with important information about your software and hardware!

© 2020 CardExchange Solutions, Inc.
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When you have provided all information, click Next to proceed to the next page of the

registration.

" CardExchange® Visitor License Activation Wizard = O =

After activating your license, CardExchange ® Visitor gives you the
opportunity to have & 30-day trial of our Business edition for free.
This allows you to discover the functionality included in our higher
editions, [f you do not want to have this option, please uncheck the
box below, Tral functionality can be disabled at any time via the

main CardExchange® Visitor window.

[ | Yes, | want to have 30 days Business Trial Functionality

Would you like to be contacted?

Please contact me by e-mail
Please contact me by phone

When would you like to be contacted?
l9/14/2016 |

Subscribe to our Mewsletter to be notified of any updates and
important information regarding your software

I Cancel || = Back || Mext = ]i_::mlsh

In this page of the registration process you can first indicate if you want to use 30 days of
all functionality available in CardExchange ® Visitor, the Enterprise edition. This can be
handy if you have, for example, received an Enter edition. Selecting this 30 days trial will
offer you an insight to available functionality to determine which edition fits your situation
best before buying. All trial functionality will be clearly indicated as TRIAL.

If you would like to be contacted, just select how and when, and your reseller will contact
you on the preferred date selected.

Last but not least, subscribing to our newsletter offers you information specific for your
software and hardware that you are using.

© 2020 CardExchange Solutions, Inc.
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Click Next to proceed to the Final page of the registration process.

" CardExchange® Visitor License Activation Wizard = | =

Your activation process is complete. Please click Finish to close the
activation wizard and launch CardExchange ® Visitor.

As you are getting familiar with CardExchange@ Visitor, you may
have some questions, Please feel free to visit our website at httpy//
www.cardexchangeselutions.com to access online helpfiles,
support options; contact information; and more.

Thank you for choosing CardExchange ® Visitor,

I Cancel || < Back || Mext > i[ Finish |

During the registration process, your CardExchange® Visitor license has been activated.
Click on Finish to finalize the activation and registration and start CardExchange ® Visitor.

For more information about updating your registration, please visit our "Update Your
Registration Info" =] section of this Help file. Want to upgrade your license to a higher
edition, please visit our "Upgrade Your License"[=s31 section of this Help file.
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2.3 Data Folder

j_‘s% CardExchange Visitor - Installshield Wizard A

Database Folder
Click Naxt to install to this folder, or click Change to install to & different folder, i

Install CardExchange Visitor database to:

CriUsers\Public\Dacumeantsi\VisitorExchange! Data’,

Change. ..

IristallSnieta

' Help < Back Mext = Cancel

|

During the installation of CardExchange® Visitor you are asked to select a location for your
Data folder. By default this folder is installed in the Public Documents folder under
VisitorExchange.

The Data folder of CardExchange® Visitor contains the database of all your settings,
visitors and events.
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Alongside this Data folder is a Templates folder and a License folder. The Templates folder
is where the default template is stored along with any additional templates you create.
The License folder contains the license file that is unique for that individual PC.
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We strongly advice to make regular backups from this VisitorExchange folder especially
when you have made changes in your configuration.

When your computer crashes and you need to reinstall CardExchange® Visitor, after the
installation and re-activation, you copy the backup of the VisitorExchange folder back, start
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24

CardExchange® Visitor and all your configurations are restored and you can start working

directly again.

Main Interface
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The main interface of CardExchange® Visitor is split into different views available at the
bottom of the window, the same as in Microsoft Outlook.
Selecting each view changes the view as well as the ribbon options.

Shown above is the Visitors view.
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Above is the Reports view.
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And the Assist view.
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3

Installation

WiCardExchange®

CATEWAY SUITE

Local Installation

Network Installation

Install Drivers

Visit our Website

Visit our Forum

Contact Us

Exit and Close

risks. Within a o
register, authaﬁfﬂ,‘ manage, and track visi

On the left side you can selec
different sections in this Auto

Fnrquesﬁﬂm:arﬂ.answ ars,
files, contact your reseller, o
' forum you ca
it allows you
you ca d the answer(s)

The Ca ange® Sales Tean

| Visitors | Pe

There are two different procedures for

Single License Editions/27]
Network Editions (SBS)[37)
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3.1 Single License Editions

CardExchange® Visitor users a standard InstallShield Wizard, during the installation the
installer will start checking the system requirements. The important thing that will be
checked by the installer is that the .NET Framework 4.8 is installed. When not available, the
installer will automatically start downloading this. If there is no internet connection
available, it will automatically install it from DVD. If you are using the downloaded trial
version and during the installation no internet connection is available, the installer will stop
the installation process and you will be required to install the application manually.

The .NET Framework is normally available on the computer systems so we will not go
deeper into this.

The CardExchange® Visitor installation wizard starts with the welcome page, now click
Next to proceed:
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‘ﬁ. CardExchange Gateway - InstallShield Wizard =

Welcome to the InstallShield Wizard for
CardExchange Gateway

The InstaliShield(R) Wizard will install CardExchange Gateway
on your computer, To continue, didk Mext,

WARNING: This program is protected by copyright law and
international reaties.

< Back ﬂext B Cance-{.

In this wizard page, the License Agreement is presented. You can click on the Print button to
print out the complete text of the agreement. If you agree to the terms, please select the "I
accept the terms in the license agreement" option and proceed with Next. If you do not
agree, please select the " | do not accept the terms in the license agreement" and click on
Finish. The installation will be canceled:
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ﬁ CardExchange Gateway - InstallShield Wizard

Fleaze read the following license agreement carefully,

P

License Agreement ‘

y

|

——

CardExchange™ Product End-User License Agreement

NOTICE TC USER: BY USING THIS SOFTWARE, YOU ACCEPT THESE
TERMS.

This CardExchange™ Product End-User License Agreement ("EULA") is a leoal
agreement between you (the purchaser and/or user) and CardExchange

Solutions Inc, a California corporation ("EXCHANGE”) for the Software

(3T do not accept the termz in the licenze agreement

Instalizhield

(@)1 accept the terms in the license agreement Print

< Back Mext = Cancel

W

29

In the Customer Information page you can provide specific information like the user name
and the organization. More important is to determine who is allowed to use this
application. Here you can select the option "Anyone who uses this computer (all users)"
which is default and we advice to use for standard installations. Especially important when
multiple users have access and accounts on the target computer. Select "Only for me (user
name)" if you want to make sure only this user has access to the application. Click Next to

proceed:
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ﬁ CardExchange Gateway - InstallShield Wizard

Customer Information

Flease enter your information,

User Name:
\DCWADMIN

Organization:

Install this application for;

(®) Anyone who uses this computer (all users)

(J10only for me (DCWADMIN)
Installshield
_HE||:I . {.EEIC.I{ I NE}ﬁ.'t = | CE1. I‘CE.|

CardExchange® Visitor installations are compliant with Windows standards which means
that by default the application is installed in the Program Files (x86) folder as shown in the
screen shot below. The folder will be automatically created during the installation. Click on
the Change button if you want to install CardExchange ® Visitor to a different location. Click
Next to proceed:
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ﬁ CardExchange Gateway - InstallShield Wizard >
Destination Folder n
Click Mext to install to this folder, or dick Change to install to & different folder,
i =y Install CardExchanoe Gateway to:
C:YProgram Files (x8a)\CardExchange Solutions\CardExchange Change. ..
Gateway\,
Installshiseld
« Back Mext = Cancel

The Database folder of CardExchange® Visitor is one of the most powerful and flexible
features of the CardExchange ® Visitor application. It contains all your card templates,
database, saved documents, etc. It is very important to install this database folder on a
location that can be accessed by the user or by more users of the computer. The
CardExchange ® Visitor application reads and writes information from and to this folder
and therefore the user needs to have read and write permissions to this location. By default
it will be installed on Public section of your system, like as shown in the screenshot below. If
you install this Data folder on a location that is not available for all users of the system, it
will result in error messages and not being able to start up!

Make sure that you make regular backups of this Data folder. In case of a computer crash,
this backup will save you a lot of work. You only have to install CardExchange® Visitor as
normal and after the installation you replace the new Data folder with the backup and your
system is up and running again! We advice to make a backup of the Data folder, every time
you change something to your configuration. Click Next to proceed with the installation:
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ﬁ CardExchange Gateway - InstallShield Wizard

\

L}

Database Folder
Click Mext to install to this falder, or dick Change to install to a different faolder, '

[ Install CardExchanoe Gateway databasze to:
l"_j C:WUsers Public\Documents \CardExchange\Datal, | Change...

Installshield

[ o | | <dak [ Mext> | [ Comcel |

In the Setup type page you are asked to select the type of installation you want to proceed
with. For standard installations, please select the Typical option.

ﬁ CardExchange Gateway - InstallShield Wizard

Setup Type
Chonose the setup type that best suits vour needs,

Please select 3 setup type,

Minimum required features will be installed.

Choose which program features you want installed -and where they
will be installed. Recommended for advanced users.

Instalishield

[ Help | | <Bak || Next> || cancel
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The Custom installation offers additional components that can be installed, these include
the Kiosk.
You will require licenses for each of these additional components.

ﬁ CardExchange Gateway - InstallShield Wizard

Custom Setup
Select the program features you want instalied,

Click on an iconin the list below to change how a feature is installed,

Feature Description
e = » | CardExchange Gateway i

CardExchange Dispatcher
CardExchange Print Server
CardExchange Inside Demo

CardExchangekiosk

This feature requires 1300KE on
your hard drive,

Install to:

C:YProgram Files (x8&)\CardExchanoe Solutions\CardExchange Gateway, Change. ..

Instalshield

L

Now the installer has all the information to start installing CardExchange ® Visitor on your
system. Click Install to proceed:
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ﬁ CardExchange Gateway - InstallShield Wizard

Ready to Install the Program
The wizard is ready to beain installation.

Click Tnstall to begin the installation,

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

InstsliShield
ﬁ CardExchange Gateway - InstallShield Wizard = J == >

Installing CardExchange Gateway
The program features you selected are being installed.

Flease wait while the Installshield Wizard installs CardExchange Gateway,
This may take several minutes,

Status:

Instalichieln

When the installation has succeeded, you can click on Finish to close the installer. Any
temporary files will be removed from your system. You can run CardExchange ® Visitor by
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double clicking on the Desktop icon or select the application from the Windows Start
menu.

"ﬁ. CardExchange Gateway - InstallShield Wizard >

Installshield Wizard Completed

The InstaliShield Wizard has successfully installed
CardExchange Gateway. Click Finish to exit the wizard.

<Back Cancel

3.1.1 Activation

Once you have installed CardExchange® Visitor, you will see the following screen when you
run it for the first time:
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N9 About CardExchange® Gateway

WhCardExchang

GATEWAY SUITE

Versicn 1.0.0.5
Copyright © CardExchange Solutions 2017
All rights reserved,

Products:

e

CardExchange ® Gateway Machine ID: 10-221DC

4

Wisit us
License terms

Check forupdates

CardExchange® Visitor Dizabled Enable Activate

Product details:

Mame Status Enabled Activate Evaluate

CardExchange® Producer Disabled Enable Activate

-..% LardExchange® Producer Demo 10,1.0.5
\._\\ | Client code: 1

Serigl number 31000

Evaluate

Go vl

Protected by Sentinel RMS

)

Here you can enable each product, choose to evaluate it in the different editions, and also

directly activate each product.

CardExchange® Visitor has a 30 day trial period and will also print "Demo" on all printed

badges.

For details on the activation process please see the below sections:

CardExchange ® Visitor| 16]
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3.2 Network License Editions

C

T

Rty ok

Starting with the Business edition of CardExchange ® Visitor, you can also choose to use
the Network License Setup, this allows for concurrent licensing and the ability to run a
CardExchange® client on a server operating system.

This would typically have the license manager installed on a server along with the database
and configuration. The network client is then installed on the workstations that will be using
the software.

For installing a CardExchange ® Network License editions, the following operating systems
are supported:

e Windows 7, Windows 8, Windows 10
e Windows Server 2008 R2, 2012

e Citrix and Terminal Systems

e Virtual Machines
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All operating systems are supported as 32 and 64 bit systems and need to run the latest
available service packs of Microsoft.

For running CardExchange ® Network editions on servers or workstations we advice the
following minimum specifications:

e 400 MB free disk space for Workstations

e Dual core processor

e 2048 MB internal memory (32bit)
e 4096 MB internal memory (64bit)
e Microsoft NET Framework 4.8

Specific Firewall information:

Firewall issues are usually solved by adding the Sentinel RMS License Manager to your the
firewall exceptions. The provider of the licensing system SafeNet states that:

"The Sentinel RMS License Manager only uses the UDP port 5093 at Server end by default.
And at client end the ports are used dynamically and controlled by Operating System i.e.
for communication only UDP port 5093 is used at server end and at client end it is used
dynamically on the basis of available port.”
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3.21 Installing License Manager

WhCardExchange®

CATEWAY SUITE

Installation Manual

Install License Manager

Install My SGQL Server

Install Gateway Client

Browse CD

Retrieve Machine ID

License Activation

Back to Main Page | II | | |‘ I‘ |‘

e

th the CardExchange® Visi
can also choose to us
vthis allow for canc

operating systemi,

This would typically have t
on a serveralong with the d8taE
The SBS ien installeg
will be’ ftware.

e Installation P
a successful ir
Visitor on yours

The Ca nge® Sales Team.

Prod | Visitars | Pe

First we have to install the license manager. CardExchange ® products are using the license
technology of SafeNet Sentinel by Gemalto. The License Manager is a product developed
by SafeNet and not by CardExchange ®. This license manager holds all the licenses that can
be used by individual clients in your organization and prevents you of activating all clients
separately. In this section we will explain how to install the license manager, activate your
license, and configure the license manager. Follow the steps one by one to guarantee a
successful installation and configuration. Each step will explain in detail what to do, install

or configure:
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o Step 1 - License File Location[ 4]

e Step 2 - Install License Managerm

e Step 3 - License Manager Tools/ 52)

e Step 4 - Activating SBS License| 56

e Step 5 - Configuring License Manager@

3.2.1.1 License File Location

The license manager stores it's license codes in a plain text file. This file can be located
anywhere on the system but the Windows user that manages the license manager service
process needs to have read and write access to this location. To make sure this is
guaranteed, we need to create a specific Environment Variable to set the location.

To create this variable right mouse click on My Computer and select Properties. If you are
running Windows 7, or 8, click on Properties and then select Advanced System Settings. If
you are using Windows 10, please enter "System" in the search box and click on System as
shown below:

© 2020 CardExchange Solutions, Inc.



Installation

D @ More ~~
Best match
System

Control panel

S

Settings

(0 About your PC

D Reset this PC

& Taskbar notification area
Apps b
& System Information

3 Control Panel

& System Configuration

Ed Windows Defender

Weh

P system - search g

system|

In the System window, click on Advanced system settings:
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B system — o b

A4 Ed » Control Panel » System and Security + System w Search Control Passl pe

Contrel Panel Home . F i
View basic information about your computer

& Device Manager Windows edition
) Remote settings Windows 10 Entesprise .- .
& System protection £ 2016 Micresoft Corparation. All nghts W I n d OWS 1 O
& Advanced rystem settings resenved, ..
Systemn
Processon Entel{R) Cone{TM) i7-6300U CPU & 2,50GH: 2.59 GH:

Installed memaosny (RAM)E 160 GB
Wm W &rhlt DPUHI"! s’,ﬂmr ﬁthm Plknwr m
Pen and Touch: Touch Suppert with 10 Teuch Points

Support Information

Computer name, domain, and workgroup settings

Computer name: W Change cettings

Full computes name:

Computer descniption

Workgroup:
Windows activation

Windows is activated Read the Microsoft Software Licenss Tesma

Froduct I0: 00326-10458-20345- L5400 QC hange product key

Security and Maintenance

This will open System Properties window with the Advanced tab selected.
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System Properties >

Computer Name Hardware Advanced  System Protection  Femote

You must be logged on as an Administrator to make most of these changes.

Peformance

Visual effects, processor scheduling, memony usage, and wirtual memaonye

IUger Profiles
Deskiop settings related to your sign-n

Settings...
Startup and Recovery
System startup, system failure, and debugaing information
Settings...
Ervironment Variables...
QK Cancel Apphy

Now click on Environment Variables to open the this window:

43
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Environment Yariables

Uszer vanables for Marcel Qosterhof

Variable

TEMP
TMP

Value

F%USERPROFILESS AppDatat Local\Microsoft\WindowsApps;
HUSERPROFILE®\ AppDatatLocal Temp
SalISERPROFILE e\ AppDatatLocal\Temp

PROCESSOR_ARCHITECTURE
PROCESSOR_IDEMTIFIER
PROCESSOR_LEVEL
PROCESSOR_REVISION

New. | = Edit. | Delete
System variables
Variable Value &
MNUMBER_OF_PROCESSORS 4
0s Windows_NT
Path Ch\Program Files (x86)\Lenove\FusionEngine CAVWINDOWS\system...
PATHEXT LOM; EXE BAT,.CMD; VBS; VBE,.J5; JSE. WSF. W5SH; MSC

AMDE4
Inteled Family & Model 78 Stepping 3, Genuinelntel
B
4e03 W
New. | Edit. | Delete
| ok | Cancel |

And click on New to create a new variable:

Mew System Variable

Variable name: | LSERVR(]

Variable value:

| ChUsers\Public\Documents\CardExchange 5B5 Licenses\CardExchange Licenses |

Browse Directory... | ‘ Browse File... OK | | Cancel |
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Enter LSERVRC as the variable name and enter the complete path of where the license file

will be located into the value field.
Please note that the directory of the path should exist, while the file itself should not

exist.

The name of the file is arbitrary, for example, CardExchange.Licenses.

Also make sure that the path is accessible and has all the rights otherwise it will result

in access errors!

Click on OK to store the new created Environment Variable.

Environment Variables >

User variables for Marcel Qosterhof

Variable Value

Path HUSERPROFILE%:\ AppDatatLocal\Microsoft\WindowsApps;
TEMP SUSERPROFILES:\AppDatatLocalh Temp

TMP SUSERPROFILESS\AppDatatLocal\Temp

Mew... Edit... Delete

Value

CAWINDOWS\system32hemd.exe

CAWINDOWS\ Config5etRoot
ChUsers\PublichDocumentshCardExchange SB5 Licenses\ CardExcha...
MUMBER_OF_PROCESS0RS 4

0s Windows_NT

Path Ch\Program Files (x86)\Lenove\FusionEngine CYWINDOWS\system...
PATHEXT LOM:EXE.BAT:.CMD: VBS:. VBE; )5 J5E: WSF WSH:.MSC
PROCESSOR_ARCHITECTURE AMDed W

Mew... Edit... Delete
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3.21.2 Install License Manager

WhCardExchange®

CATEWAY SUITE

-

Zaith the Cardexchange® Visita Busingss

MRt Ml can also choose to usEllR Network Lice

Install License Manager ahili

Install My SQL Server

Install Gateway Client on a server along with the dasal
The 5 installeg
will be- £

Browse CD

e Installation B
a successful ir
Visitor on yours

Retrieve Machine ID

License Activation

The Ca nge® Sales Team.

| Visitars | Pe}

Pro
Back to Main Page II |‘ I‘ |‘

We need to install the license manager on the system, to do so click on the Install License
Manager button to start the installation:
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Welcome to the Installshield Wizard for
Sentinel RMS License Manager 8.3.0

The InstalShield(R) Wizard will install Sentinel RMS Licenss
Manager 8.3.0 an your computer, To continue, dids Mext, Itis
recommended that before continuing the installation, the
previous version{s) are uninstalled, incase they are not used,

WARNIMG: This program is protected by copyright law and
international treaties.

Sentinel FNS

DE'.'-_-I-'.'-prlw:rlF. 413

< Back |i Mext = ] [ Cancel

When the installation is started, click Next to proceed:

1 Sentinel RMS License Manager 8.3,

License Agreement

Please read the following license agreement carefully,

License GrantWarranty for Software -

This License describes limited rights granted by SafeMet, Inc. and/or one of its
subsidiaries {such grantor, “Seller”) to the Buyer.

A.  The term "Software”, as used herein, shall mean a program or programs
consisting of machine readable logical instruction and tables of information
designed as libraries or drivers to work in conjunction with Seller's Sentinal
Keys ((Products™). Title to all Software furnished to Buyer hereunder shall

rrmnaim am Dallar D allar armmts 3o Dincae o mne maccadisiinm . mam dramafarabla

@) I accept the terms in the license agreement

(7 I do ot accept the terms in the license agreement

Instalishield

<Back || Mext> || Cancel
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If you agree to the terms of this agreement, select accordingly and proceed by clicking
Next:

Sh e
BCET -

Shield Wizard =
Sentinel F\S

Development Kit

‘ﬁ Sentingl RMS License Ma

Customer Information

Flease enter vour information.

User Name:
ICardE‘xd‘lange SBS Lser

Organization:

iCardEm:hangE Solutions

Install this application for:

@ Anyone who uses this computer (gl users)
7 Only for me (| 1]

Instalizhield

Enter the user and company information. We advice to install this application so that
anyone can use it:
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#) Sentinel RMS License Manager 8.3.0 - InstallShicld Wizard X
Click Mext to continue installing to the following folder, Devel;opment Kit

| ordick Change to install to a different folder.

Install Sentinel RMS License Manager 8.3.0 to;

C:'\Program Files (x88)\Common Files\SafeMet Sentinel\Sentinel
RMS License Manager,

InstalShield

[ oo s ) [ o

If applicable, change the destination folder of the application by clicking the Change
button. However, we do advice to install it into the default installation folder:

ﬁl Sentinel RMS License Man_.'ﬁ'gf 830 - e

Setup Type
Choose the setup type that best suits your needs.,

Development Kitc

Please select a setup type.

[ @ Complete

Al program features will be installed, (Requires the most disk
space.)

Choose which program features you wantinstalled and where they
will be installed. Recommended for advanced users.

Instalishield

<Back || Mext> || cancel
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Choose Complete installation and proceed with Next:

L= ]

System Firewall Settings Need To Be Modified

The setup program will install the Sentinel RMS License
Manager {icense server) on this system. To allow
commurication between the RMS License Manager and the
dients running licensed applications, the system firewall
settings need to be modified. The Sentinel RMS License
Manager will be added to the firewall blocking exceptions
fizt,

keep the chedkbox below selected to unblodk the
firewall. Clearing this chedkbox will let the firewsall
blodk the communication between the dients and the
RMS License Manager.

Unblodk the system firewall for the Sentinel RM3
License Manager

Tip: Far instructions on unblocking the firewall later,
- e — refer to the Sentinel RMS SDK System Administrator's
Sentinel RF\1S Help.

Development Kit

BT BT

License assignment by the license manager goes via UDP protocol over your network. It is
important that all the clients can freely communicate with the license manager therefore
the license manager needs to address some ports for it's communications. These ports are
described and explained in the Requirements section of this manual. When installing, per
default the installer can make the firewall modifications for your, as we advice to have the
installer do so. If you want to do this manually, please uncheck the check box before
proceeding:
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#) Sentinel RMS License Manager 8.3.0 - InstallShield Wizard X
: Ready to Install the Program SE r'ﬁ' o IRMS
The wizard is ready to perform selected operation. Devel.opment Kit

Click Install to begin the installation.

If you want to review or change any of your installation settings, did:Back. Clid: Cancel to
exit the wizard,

InstalShield

| <Bak | sl || cancel |

Now you are ready to install the license manager on your system and you can click Install to
start the installation. Click on Finish when the installation is done to close the installer.
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3.2.1.3 License Manager Tools

WhCardExchange®
CATEWAY SUITE

Installation Manual

Install License Manager

operating systemi.
Install MySQL Server

This would typically have t
Install Gateway Client

Browse CD

e Installation B
a successful ir
Visitor on youfs

Retrieve Machine ID

License Activation

The Ca nge® Sales Team.

| Visitars | Pej

Pro
Back to Main Page II |‘ I‘ |‘

The license manager we just installed is running as a service on your system and has no
interface of it's own. As we need to be able to install the licenses and manager the license
manager, we need to use additional tools to configure the license manager. These so called
tools can be simply copied to a location on the server or workstation the license manager is
running on.

To do so just simple click on the Browse CD button and make a copy of the tools folder on
the CD.
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9 = | Vigiror 885 - | x
Haoma Ehara Vizw 0
' G = L= 0 [(& ‘mepinr FHcaetal
ﬁh I—-I 'J W Copy path ﬁ y x I-I Fr ﬂ Edl | 3eiét mone
Pinte Ouick Copy Fosle - Mowe  Copy Diclete Rename e Properlic:
A [#] paste thoteut fo  tes e Foleler ! O Hetory Eﬁllnvsr_:!!ecmn
Clipbrad Ciganize Hewr dpen Selexl
“— 1 w CordBechange Visitor @ Visitor 5B5 =
* ] Nare Type
W Quick access
Decupertation Or1a/06 | »A0EM  File folder
[mztalleme 8719 File falzer
License Marager o File fFolder
MachinelDEzcha 8 File foldes
Fanual ar File folcer
1| Tesk oy File faleiar
Visiker 5 File Felder
ol outorumagprm 2F AotoPlay Merne B
« B This PC Lyl Auroruning 2f LEtp Informarion
B Decidop
+ |5 pocumems
& Dovnleads
]‘l Pfugr 2
& Ficrures
I8 Videos
i Windows (Cy)
— LEMOWO (o)
ol - *

Sitens 1 iternossected

And copy this folder to a location on your server or workstation, for example to the folder

:\Program Fil x8

mmon Fil feN

ntinel\T

Now browse the Tools folder and create a shortcut for the WImAdmin.exe application as
shown below, to any location that is convenient for you.
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v Eaplication Tocl: Tools

Haoma Ehara Vizw Manags

Froperlic:

s P X < 1%
= Wi Copy path & il
Copy  Fosle - Mowe Copy Diclete Rename New
w Hacte (homort o bg - = Foleler
Clipboard Trganiic Mewr
- - 4 w Progrem Files 35 + CommonFiles » Sefchict Sertnel = Tooks
* ] Name -
o Duick access |1 G A 3 i
5] [susegeasie
| fswinare e
[ reommwtz ens
I_ reoen mute exe. rmanifest
1 RepetDBmdb
W riftoal.ene
|’_-;| entipasoweigenutiLdll
| ulsdeadoe
B ThisPC m Wlammuic.cxe
B Dactop | Wlommute.sxemanif
= m wrec hoicl. sve
Iﬂ ot E wrechoid. ave.
& Dennloads [mafes Wi min e
J' M e |_ "n'n"lmnfltd i e rmanifest
&= Pictures o] wWisGrngr sce
m Videos m WRCommute.sxe
i Windaws (C2) | | WRCommute.zxe manifest
. LEONO () B WalTocl s
e
35 terms 1 item selected 572 KB

\i‘ [E]opan~ [ Sciedall

I Eul | Seleck mane

£ Hictawy IfE'In\'ar_:alec-*.u:m
Qpen Jeloel
(W] Search Tools ]
Dtz madified Type i
P e AT TR THT NN Rl | TG

107232008430 PN Apalication
107 33009 £33 B Apnlication
10723,/ 3006430 P Apalication

107132000 420 PM MANMIFEST File

Wizroscft Acce
Annlicar ion

danlication ek

107 L3 Amalization
10721203 20PN Aoalication
V2372009 4:30FM  MANIFEST File
1072373008 30 FT Annlication
10/23/2000 42300 MANIFEST File
1071372009 4:253FM Apalication
2005 4:30FPM MANITEST Fife

1D 7RE0S 450 P Applicasion

10e33)
10/13/2000 4300M  JLANIFEST Fle
10722009433 PN Aoolication W |

FI Aoolication

When you execute the WImAdmin.exe application, an interface for the license manager

will start.
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& WimAdmin - x
File Edit View Tools Help

B 25 Defined Servers

LOCALHOST —

Subnet Servers I DESKTOP-DGEDHDO Version: 8.3.0.500
-3 Standalone IP address: |LOCALHOST

r Server information

r— Feature information

Mame: | Version:

 Statistics

In use: Total: Queued:

Total users:

Reserved:

| | |
| | |
Commuter: | | |
Capacty: | | |

Redundant: Number of servers: Majarity: No

r Detailed information

Feature Info. | License Info | Client Info |
License type: Start date: |
Commuter license: End date: |

Criteria | Value |

Ready

This interface will inform you about the status of all your licenses, servers, and is needed to
install your Small Business Server licenses as explained in later steps of this help file.
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3.2.1.4 Activating SBS License

WhCardExchange®

CATEWAY SUITE

Installation Manual

Install License Manager

Install My SQL Server

Install Gateway Client

Browse CD

Retrieve Machine ID

License Activation

Back to Main Page | II | I |‘ I‘ |‘

-

Nith the CardExchange® Visi
tan also choose to us

operating systemi.

This would typically have t

e Installation B
a successful ir
Visitor on youfs

The Ca nge® Sales Team.

Prod | Visitors | Pe

Just like with the standard CardExchange® Visitor licenses, the license manager needs to be
activated to the Machine ID of the server or computer too. The only difference is that the
network License cannot be activated with a CardExchange ® Visitor client, but has to be

done online via our website.

For activating the license we need to have the serial number, activation code, and the
machine ID. The serial number and activation code are printed on the DVD box or you may
have received them digitally via email. The machine ID needs to retrieved with a simple
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application that is available on this DVD. It is important that you run this application on the
server or computer that is going to contain the license manager.

Now click on the Retrieve Machine ID button to start the MachinelDExchange application:

we MachinelDExchange >

10-3F

If you are using a external license dongle, the machine ID will start with 80. For using an
external license dongle, please install the dongle driver first. For instructions, please see the
Using License Donglel sl section of this manual.

If you have retrieved the Machine ID and written it down. Now open the activation page on
our website by clicking on the url below or copy and paste |t |nto your browser
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WhCardExchange®

CATEWAY SUITE

Installation Manual

Install License Manager

Install My SQL Server

Install Gateway Client

Browse CD

Retrieve Machine [D

License Activation

Pro
Back to Main Page II

editio | can also choose to ust
(5BS) , this allow for canc
abili run CardExchange® Vis

operating systemi.

This would typically have t

e Installation B
a successful ir
Visitor on yours

The Ca nge® Sales Team.

| Visitars | Pe}

Or click the License activation button in the menu.

Now enter all the information like serial number, activation code, and the machine ID into

the fields like shown below:
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Activate a license

Serial number: |_38384 |
Activation code: |I:I11SE-A?EE1-TdEEd-UFCBE-AEIG1E-F51FD-4?FE+
Machine 1D: [10-454CC x|

When pressing the Activate button, the license will be activated by the
License Server. This process can take up to 45 seconds, Please do not
close this page during the activation of the license, When the activation
succeeds, you will be prompted to download the file containing the
activated license.

|_ Activate |

And click on Activate to start the activation process of the license. Activating an SBS license
can take up to 45 seconds. do not close the web page during the activation!

When the license has been activated you will be prompted to download the activated
license file with the extension *.LIC. This file needs to be saved to a location that can be
accessed by the computer that is running the license manager

3.2.1.5 Configuring License Manager

When the license has been activated, you can now configure the License Manager. To do so
you have to start the WImAdmin.exe application as explained in the License Manager
Tools[ 52 section of this manual.

When the application is started we first need to set the Preferences of the license manager.
To do so, select Preferences from the Edit menu as shown below:
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&8 Wimadmin
File Edit Wiew Tools Help

E‘% Defined Server List

E Reservation File

£33 Redundant Li Fil
% edundant License File

Prefmenca
A X

wer infarmatian

ime: DESKTOP-DGEDHDO

address: |LOCALHOST

sture information

Reserved:

-

This will open the Preferences window:

Preferences

Timeout interval:  |&0]

Broadcast interval: |5

[ Discover subnet servers on startup
[v Discover defined servers on starttup
[ Hide cliert library emor handler messages

v Save these preferences to afile

pod

Cancel

Make sure that you set all the options as shown in the screenshot; Check "Discover defined
servers on startup" and "Save these preferences to a file". Click on OK to set the preferences

and close the Preferences window.

Now we need to define the server that is going to hold the licenses. To do so, select
Defined Server List from the Edit menu as shown below:
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CIOTCN W |
File [Edi!] View Tools Help
Defmed‘ Server List

ver information
Reservation File :

Redundant License File

Preferences

This will open the Defined Server List window:

Defined Server List

Server;

|LOCALHGST OK |
Cancel |

Add l Remoie

61

Now enter "LOCALHOST" and click on Add to add the server name and OK to close the

Defined Server List window. You will be asked to add the server to the defined list:

‘WimAdmin

Ves

@ Would you like the server: LOCALHOST added to the defined list?

Mo

Click Yes to confirm.
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Now we need to add the license file to the license manager. To do so, right click on the
LOCALHOST node in the Defined Servers tree and select Add Feature -> From File -> To

Server and its File as shown below:

& wimadrin | TR . L=
| Eile Edit View Jools Help
?.."gined Servers | ~ Server irfomation
: IEEE Add Feature (3 From a File 4 To Server
% Subnet 5¢ ] : .
-85 Standalor Remove all Features From a String b To Server and its File
Remove from Defined List
Version
Change Log Filename
Shutdown Server e Total: Quey

Refresh

Commuter: |

Capacity: |

3 P e A

S TRy S e,

T  { RS S|

Browse to the location of the downloaded license file with the extension LIC, as shown

below:

l:a Open K
Loak in: ; Activated _:'_J = =5 B

Mame a Date medified Type

|;| 86191 - Visitor Business (10-3FC...  9/13/2016 12:56 PM  LICFile

| | 86193 - Visitor Business KIOSK (.. 9/13/2016 1:01 PM  LIC File
< >
File name: ]BE'I 51 - Wisitor Business Mic Cpen |
Rles of type: | "Allfiles %) | Cancel
™ Open as read-only >

And click on Open. The licenses will now be installed and if the installation succeeds, the

window below will be shown:

© 2020 CardExchange Solutions, Inc.



Installation 63

Wimbdmin hod

f . Number of license(s) read = 3
WP Mumber of license(s) successfully installed = 1

This message box indicates the amount of licenses that it was able to read from the license
file and the amount of licenses that was successfully installed. Of course this number is
depending on the amount client licenses purchased. Click on OK to confirm the installation.

The LOCALHOST node should now have one sub node for each license code as shown
below:
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@WlmAdmin
Eile Edit View Tools Help

-85 Defined Servers

Detailed information

Feature Info | License Info | Client Info |

- Server information
== LOCALHOST
[]"E CE9Designer Name: | DESKTOP-DGEDHDO Version: 8.3.0.500
H-7 CE9Go IP address: LOCALHOST
-7 CE9Premium Feature information
= CEQPrnfsslnnal Name: CEViBusiness Version:
[]--E CEV1Business o
- CEViEnter e
-7 CEVIKiosk In use: Total: Queued:
-7 CEViStandard Total users: [HNENERENN 1 2 0
E]-- Subnet Servers Reserved: 0 0
- Standalone Commuter: 0 0
Capacity: 1] 0
Redundant: No Number of servers: 1 Majarity: No

License type: Mamal license Start date: Man Sep 01 00:00:00 2014
Commuter license: No End date:  [License has no expiration date.
Criteria Value A
Additive license Yes
Check time tamper fes
Grace allowed No
Hold time 0 secs
Holding criteria Vendor specified
Key lifetime 300 secs
License Wersion bcDB000000
Locking type Server locked
Log encryption level 1 .
L T i e n

Ready

By selecting the license, you can see in the license manager GUI how many licenses are

available and how many licenses are in use.

Don't forget, the License Manager is a Windows service and this GUI does not need to be
started to have the system working. After you are done with the configuration, you can

close this window.

This concludes the installation and configuration of the License Manager and Procedure
One. Now we start installing the CardExchange ® Visitor clients on the Desktop computers

or on the server. This process is explained here[es1
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3.2.2 Installing Gateway Client

—

In this section we will explain the installation of the CardExchange ® Gateway client(s) and
how to configure the license:

e Step 1 - Install CardExchange® Visitor Client/es]
e Step 2 - Configure Client License[73)

Configuring shared folders, and configuring the Database connectivity for CardExchange ®
Visitor (if applicable) are covered here:

e Step 3 - Configure Shared Folders/ss)
e Step 4 - CardExchange® Visitor Database Connectivity@
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3.2.21

Install CardExchange Gateway Client

CardExchange ® Visitor users a standard InstallShield Wizard, during the installation the
installer will start checking the system requirements. The important thing that will be
checked by the installer is that the .NET Framework 4.8 is installed. When not available, the
installer will automatically start downloading this. If there is no internet connection
available, it will automatically install it from DVD. If you are using the downloaded trial
version and during the installation no internet connection is available, the installer will stop
the installation process and you will be required to install the application manually.

The .NET Framework is normally available on the computer systems so we will not go
deeper into this.

The CardExchange® Visitor installation wizard starts with the welcome page, now click
Next to proceed:

ﬁ. CardExchange Gateway - InstallShield Wizard =

Welcome to the Installshield Wizard for
CardExchange Gateway

The InstaliShield(R) Wizard will install CardExchange Gateway
on your computer, To continue, didk Mext,

WARMING: This program is protected by copyright law and
international reaties.

< Bad Mext = Cancel

In this wizard page, the License Agreement is presented. You can click on the Print button to
print out the complete text of the agreement. If you agree to the terms, please select the "I
accept the terms in the license agreement" option and proceed with Next. If you do not
agree, please select the " | do not accept the terms in the license agreement” and click on
Finish. The installation will be canceled:
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ﬁ CardExchange Gateway - InstallShield Wizard

Fleaze read the following license agreement carefully,

P

License Agreement ‘

y

|

——

CardExchange™ Product End-User License Agreement

NOTICE TC USER: BY USING THIS SOFTWARE, YOU ACCEPT THESE
TERMS.

This CardExchange™ Product End-User License Agreement ("EULA") is a leoal
agreement between you (the purchaser and/or user) and CardExchange

Solutions Inc, a California corporation ("EXCHANGE”) for the Software

(3T do not accept the termz in the licenze agreement

Instalizhield

(@)1 accept the terms in the license agreement Print

< Back Mext = Cancel

W

67

In the Customer Information page you can provide specific information like the user name
and the organization. More important is to determine who is allowed to use this
application. Here you can select the option "Anyone who uses this computer (all users)"
which is default and we advice to use for standard installations. Especially important when
multiple users have access and accounts on the target computer. Select "Only for me (user
name)" if you want to make sure only this user has access to the application. Click Next to

proceed:
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ﬁ CardExchange Gateway - InstallShield Wizard

Customer Information

Flease enter your information,

User Name:
\DCWADMIN

Organization:

Install this application for;

(®) Anyone who uses this computer (all users)

(J10only for me (DCWADMIN)
Installshield
_HE||:I . {.EEIC.I{ I NE}ﬁ.'t = | CE1. I‘CE.|

CardExchange® Visitor installations are compliant with Windows standards which means
that by default the application is installed in the Program Files (x86) folder as shown in the
screen shot below. The folder will be automatically created during the installation. Click on
the Change button if you want to install CardExchange ® Visitor to a different location. Click
Next to proceed:
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ﬁ CardExchange Gateway - InstallShield Wizard >
Destination Folder n
Click Mext to install to this folder, or dick Change to install to & different folder,
i =y Install CardExchanoe Gateway to:
C:YProgram Files (x8a)\CardExchange Solutions\CardExchange Change. ..
Gateway\,
Installshiseld
« Back Mext = Cancel

The Database folder of CardExchange® Visitor is one of the most powerful and flexible
features of the CardExchange ® Visitor application. It contains all your card templates,
database, saved documents, etc. It is very important to install this database folder on a
location that can be accessed by the user or by more users of the computer. The
CardExchange ® Visitor application reads and writes information from and to this folder
and therefore the user needs to have read and write permissions to this location. By default
it will be installed on Public section of your system, like as shown in the screenshot below. If
you install this Data folder on a location that is not available for all users of the system, it
will result in error messages and not being able to start up!

Make sure that you make regular backups of this Data folder. In case of a computer crash,
this backup will save you a lot of work. You only have to install CardExchange® Visitor as
normal and after the installation you replace the new Data folder with the backup and your
system is up and running again! We advice to make a backup of the Data folder, every time
you change something to your configuration. Click Next to proceed with the installation:

© 2020 CardExchange Solutions, Inc.



CardExchange® Visitor Manual

ﬁ CardExchange Gateway - InstallShield Wizard

\

L}

Database Folder
Click Mext to install to this falder, or dick Change to install to a different faolder, '

[ Install CardExchanoe Gateway databasze to:
l"_j C:WUsers Public\Documents \CardExchange\Datal, | Change...

Installshield

[ o | | <dak [ Mext> | [ Comcel |

In the Setup type page you are asked to select the type of installation you want to proceed
with. For standard installations, please select the Typical option.

ﬁ CardExchange Gateway - InstallShield Wizard

Setup Type
Chonose the setup type that best suits vour needs,

Please select 3 setup type,

Minimum required features will be installed.

Choose which program features you want installed -and where they
will be installed. Recommended for advanced users.

Instalishield

[ Help | | <Bak || Next> || cancel
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The Custom installation offers additional components that can be installed, these include
the Kiosk..
You will require licenses for each of these additional components.

ﬁ CardExchange Gateway - InstallShield Wizard

Custom Setup
Select the program features you want instalied,

Click on an iconin the list below to change how a feature is installed,

Feature Description
e = » | CardExchange Gateway i

CardExchange Dispatcher
CardExchange Print Server
CardExchange Inside Demo

CardExchangekiosk

This feature requires 1300KE on
your hard drive,

Install to:

C:YProgram Files (x8&)\CardExchanoe Solutions\CardExchange Gateway, Change. ..

Instalshield

L

Now the installer has all the information to start installing CardExchange ® Visitor on your
system. Click Install to proceed:
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ﬁ CardExchange Gateway - InstallShield Wizard

Ready to Install the Program
The wizard is ready to beain installation.

Click Tnstall to begin the installation,

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

InstsliShield
ﬁ CardExchange Gateway - InstallShield Wizard = J == >

Installing CardExchange Gateway
The program features you selected are being installed.

Flease wait while the Installshield Wizard installs CardExchange Gateway,
This may take several minutes,

Status:

Instalichieln

When the installation has succeeded, you can click on Finish to close the installer. Any
temporary files will be removed from your system. You can run CardExchange ® Visitor by
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double clicking on the Desktop icon or select the application from the Windows Start
menu.

"ﬁ. CardExchange Gateway - InstallShield Wizard >

InstallShield Wizard Completed

The InstaliShield Wizard has successfully installed
CardExchange Gateway. Click Finish to exit the wizard.

Before running CardExchange® Visitor, please complete the configuration of the client
license as detailed here[73]

3.2.2.2 Configure Client License

After you have installed the Client on your system(s), each client needs to be configured to
get access to the license server. The location of the license manager is set in the
CardExchange ® Visitor Configuration file.

This CardExchange.ini file is located in the installation directory you selected during the
installation, typically this would be C:\Program Files (x86)\CardExchange
Solutions\CardExchange Gateway\ by default.
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» This PC » Windows (C:) » Program Files (x86) * CardExchange Selutions » CardExchange Gateway

Fat
Mame

24.ico

acr120.dll

AMS.Profile.dll

borindmm.dl
Bytescout.BarCode.dll

@ CardExchange.chrn

% CardExchange.Encrypt.exe

%4 CardExchange. Gateway.exe

D CardExchange.Gateway.exe.aservrc
D CardExchange.Gateway.exe.config
CardExchange.maging.dll

B CardExchange.ini
CardExchange.Licensing.dll
CardExchange.Producer.dll
CardExchange.Wpf.Generic.dll
CardExchangeDesigner.dll

Date modified

=]

/272013 2:06 PM
4/472014 1:44 P
/972012 7:438 AM
/21/2005 7:24 AM
0/22/2013 1057 ...
2/3/2013 6:53 AM
4/3/201711:11 AM
41472017 2:45 PM
41472017 11:41 AM
4752017 9:50 AM
4732017 9:39 AM
472472017 10:45 AM
4142017 10:25 AM
41472017 2:34 PM
47372017 9:37 AM

3772017 46 PM

It

Y=

1
1

Type
[CO File

Application extens...
Application extens...
Application extens...
Application extens...
Compiled HTML ...

Application
Application
ASERVRLC File

Embarcaderc RAD...
Application extens...
Configuration sett...
Application extens...
Application extens...
Application extens...

Application extens...

You can open and edit this file using Notepad or Notepad++

Size
15 KB
108 KB
44 KB
22 KB
4094 KB
19,647 KB
740 KB
3159 KB
1KB
8 KB
1,158 KB
1KB
707 KB
1,524 KB
472 KB
3,286 KB
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| CardExchange.ini - Notepad b — O >
File Edit Format View Help

|[Ir15ta||aﬁ0n] =
InstallTime=10:45:01,9:31:20,10:45:4%
InstallDate=4,/4/2017,4/5/2017,4/24/2017

[PrintServer]
| AcceptPrintlobs=True
Dispatcher=tcp://localhost:4748/CardExchangeDispatcher
Port=4747
SeparatorCharacters=;
PollFrequency=1000
AcceptPreviews=True
HandlePreviewsFirst=True
HaltOnError=True
HaltClientOnError=True
[BasicSettings]
1 LanguageCode=EN
DataDirectory=C:\Users\Public\Documents\CardExchange\Data',
Distributor=0

RightTolLeft=False
AllowDemoMode=True
| LicenseServer=no-net
LicenseDirectory=C:\Users\Public\Documents\CardExchange'License,
UpgradeNotifications=True
[AutomatedPrinting]

AutoStart=False

The location of the license server is set as the named entry LicenseServer. by default this
entry is set to "no-net" and CardExchange® Visitor will use the LicenseDirectory during the
start up.

Now replace the "no-net" with the name or the IP address of the server or computer that is
running the license server.
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| CardExchange.ini - Notepad b — O >
File Edit Format View Help

[Installation] =
InstallTime=10:45:01,9:31:20,10:45:4% !
InstallDate=4,/4/2017,4/5/2017,4/24/2017 |
[PrintServer]
1 AcceptPrintlobs=True 1
Dispatcher=tcp://localhost:4748/CardExchangeDispatcher -
] Port=4747

| SeparatorCharacters=; :
{ PollFrequency=1000 '
{ AcceptPreviews=True

HandlePreviewsFirst=True

HaltOnError=True

HaltClientOnError=True

| [BasicSettings]

LanguageCode=EN

| DataDirectory=C:\Users\Public\Documents\CardExchange\Data\,

| Distributor=0

RightTolLeft=False

AllowDemoMode=True

iLicenseServer=My_Llicense Server

| LicenseDirectory=C:\Users\Public\Documents\CardExchange'License,
| UpgradeNotifications=True

: [AutomatedPrinting] 1
| AutoStart=False '

Now save the configuration file and start CardExchange ® Visitor. When CardExchange ®
Visitor is starting, it will request a license from the license manager.

If available it will start directly, if all licenses are in use it will inform the user that all
licenses are in use. As soon as another client is closed, the license will become available
again.
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3.3 Installing CardExchange® Visitor KIOSK Client

:

IR

legistered

Starting from the CardExchange ® Visitor Business edition it is also possible to use the
CardExchange ® Visitor Kiosk Client. This is a stand-alone Kiosk application for self check-in
and check-out by visitors.
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3.3.1 Installation

To install the Kiosk Client you will need to run the same installer that you used already to
install the standard installation.

ﬁ. CardExchange Gateway - InstallShield Wizard pos

Welcome to the InstallShield Wizard for
Cardexchange Gateway

The Installshield(R) Wizard will install CardExchange Gateway
on your computer. To continue, dick Mext,

WARNING: This program is protected by copyright law and
international treaties.

<HBadt T‘Jext = | C,aru:ei

The CardExchange ® Gateway installation wizard starts with the welcome page, now click
Next to proceed:

"ﬁ CardExchange Gateway - InstallShield Wizard

License Agreement

Fleaze read the following license agreement carefully,

CardExchange™ Product End-User License Agreement

NOTICE TO USER: BY USING THIS SOFTWARE, YOU ACCEPT THESE
TERMS.

This CardExchange™ Product End-User License Agreement ("EULA") is a legal

agreement between you (the purchaser andfor user] and CardExchange

Solutions Inc., a California corporation [“EXCHANGE”) for the Software ]

(8)1 accept the terms in the license agreement Print
("1 do not accept the terms in the license agreement

InstaliShield

| <Back | MNext> || Cancel
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In this wizard page, the License Agreement is presented. You can click on the Print button to
print out the complete text of the agreement. If you agree to the terms, please select the "I
accept the terms in the license agreement" option and proceed with Next. If you do not
agree, please select the " | do not accept the terms in the license agreement” and click on
Finish. The installation will be canceled:

ﬁ CardExchange Gateway - InstallShield Wizard .4

Customer Information E h

Pleaze enter your information.

User Mame:
by ADMIN

Organization:

Inztall this application for:

(@) anyone who uses this computer (all users)
() Only for me {DCWADMIN)

Instalishieln

< Back Mext = Cancel

In the Customer Information page you can provide specific information like the user name
and the organization. More important is to determine who is allowed to use this
application. Here you can select the option "Anyone who uses this computer (all users)"
which is default and we advice to use for standard installations. Especially important when
multiple users have access and accounts on the target computer. Select "Only for me (user
name)" if you want to make sure only this user has access to the application. Click Next to
proceed:
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ﬁ CardExchange Gateway - InstallShield Wizard

Destination Folder
Click Mext to install to this folder, or didk Change to install to a different folder,

Inztall CardExchange Gateway to;

C:\Proaram Files (x88)\CardExchange Solutions\CardExchange change..,
Gateway, ==
InstallShield
<Back Next > T

CardExchange ® Gateway installations are compliant with Windows standards which means
that by default the application is installed in the Program Files (x86) folder as shown in the
screen shot above. The folder will be automatically created during the installation. Click on
the Change button if you want to install CardExchange ® Gateway on a different location.

Click Next to proceed:

ﬁ CardExchange Gateway - InstallShield Wizard
Database Folder
Click Mext to install to this folder, or dick Change to install to & different folder,
Ir_ Install CardExchange Gateway database to:
| C:\Wsers\Public\Documents\CardExchange \Data', Change. ..
Installshield
Help | <Back MNext > Cancel
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The Database folder of CardExchange ® Gateway is one of the most powerful and flexible
features of the CardExchange ® Gateway application. It contains all your card templates,
database, saved documents, etc. When installing the CardExchange ® Visitor Kiosk Client,

this path must point to the location of an already configured CardExchange® Visitor
installation.

ﬁ CardExchange Gateway - InstallShield Wizard P4

Setup Type T

Chooze the setup type that best suits your needs, | i

Please select a setup type.

Mimimum required features will be instalied.

(®) Custom

Choose which program features you wantinstalled and where they
will be installed. Recommended for advanced users,

Instalishield

< Back Mext = Cancel

In the Setup type page you are asked to select the type of installation you want to proceed
with. For CardExchange ® Visitor Kiosk Client installations, please select the Custom option.
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ﬁ CardExchange Gateway - InstallShield Wizard

Custom Setup
Select the program features you want installed,

Click on an icon in the list below to change how a feature is installed.

Feature Description

|3~ | CardExchange Gateway
|3 ~| CardExchange Dispatcher
CardExchange Print Server
CardExchange Inside Demo

| CardExchangeliosk

This feature reguires 1300KE on
wour hard drive,

Install to:
C:Program Files {x86] \CardExchanae Solutions\CardExchange Gateway, Change.,,
Installshield
e e e

Here you can choose to install the CardExchange ® Visitor Kiosk Client, you can also choose
not to install CardExchange ® Gateway as it is likely that you do not want to also use this on
the same kiosk.

ﬁ CardExchange Gateway - InstallShield Wizard

Ready to Install the Program
The wizard is ready to begin installation,

Click Install to begin the installation,

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

InstallShield

Help | <Bak | mstal || Cancel

Now the installer has all the information to start installing CardExchange ® Visitor on your
system. Click Install to proceed:
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'-ﬁ CardExchange Gateway - InstallShield Wizard = J —

Installing CardExchange Gateway
The program features you selected are being installed.

Please wait while the InstallShield Wizard installs CardExchange Gateway.
This may take several minutes,

Status:

Instalishield

'ﬁ. CardExchange Gateway - InstallShield Wizard s

InstallShield Wizard Completed

The Instalishield Wizard has successfully installed
CardExchangs Gateway, Click Finish to exit the wizard,

< Badk Cancel

When the installation has succeeded, you can click on Finish to close the installer. Any
temporary files will be removed from your system.
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3.3.2

. CardExchange Solutions

N Card Exchange Activation

& @ CardExchange Dispatcher
CardExchange Gateway
CardExchange Gateway Activation
CardExchange Gateway Help
CardExchange Help
CardExchange Print Server
CardExchange Producer

CardExchange Visitor Kiosk

CardExchange Visitor Kiosk Activ...

You can run the CardExchange ® Visitor Kiosk Client by selecting the CardExchange Visitor
Kiosk option in the start menu or by using the desktop shortcut.

Configure Kiosk Client License

The CardExchange® Visitor Kiosk client can be activated either locally to a specific PC as a
stand-alone license, or by using a Small Business Server (SBS) license depending on the
setup you have and the license type purchased.

To activate a stand-alone license please follow the steps here[ss).

To configure a CardExchange® Visitor Kiosk client to work with an (SBS) license, please
follow the steps below:

After you have installed the KIOSK client on your system(s), each client needs to be
configured to get access to the license server. The location of the license manager is set in
the CardExchange ® Gateway Configuration file.
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This CardExchange.ini file is located in the installation directory you selected during the
installation, typically this would be C:\Program Files (x86)\CardExchange
Solutions\CardExchange Gateway\ by default.

» This PC » Windows (C:) » Program Files (x86) * CardExchange Selutions » CardExchange Gateway

Mame B Date modified Type Size

@ 24.ico 9/2/2013 2:06 PM [CO File 15 KB
D acr120.dll 47472074 1:44 PM Application extens... 108 KB
D AMS.Profile.dll 2/9/2012 7:48 AM Application extens... 44 KB
D borlindmm.dll 8/21,/2005 T:24 AM Application extens... 22 KB
D Bytescout.BarCode.dll 10/22/2013 10657 ... Application extens... 4,004 KB
@ CardExchange.chrn 12/5/2013 @53 AM Compiled HTML ... 19,647 KB
% CardExchange.Encrypt.exe 43200171111 AM Application 740 KB
%4 CardExchange. Gateway.exe 41472017 2:45 PM Application 3159 KB
D CardExchange.Gateway.exe.asenrc 4/14/2017 11:41 AM ASERVRC File 1KB
D CardExchange.Gateway.exe.config 47572017 9:50 AM Embarcaderc RAD... 2 KB
D CardExchange.maging.dll 47372017 9:39 AM Application extens... 1,158 KB
B CardExchange.ini 4/24/2017 10:45 AM - Configuration sett... 1KB
D CardExchange.Licensing.dll 4142017 10:25 AM Application extens... 707 KB
D CardExchange.Producer.dll 41472017 2:34 PM Application extens... 1,524 KB
D CardExchange.Wpf.Generic.dll 4732017 9:37 AM Application extens... 472 KB
D CardExchangeDesigner.dll 3772017 ed6 PM Application extens... 3,286 KB

You can open and edit this file using Notepad or Notepad++
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| CardExchange.ini - Notepad b — O >
File Edit Format View Help

|[Ir15ta||aﬁ0n] =
InstallTime=10:45:01,9:31:20,10:45:4%
InstallDate=4,/4/2017,4/5/2017,4/24/2017

[PrintServer]
| AcceptPrintlobs=True
Dispatcher=tcp://localhost:4748/CardExchangeDispatcher
Port=4747
SeparatorCharacters=;
PollFrequency=1000
AcceptPreviews=True
HandlePreviewsFirst=True
HaltOnError=True
HaltClientOnError=True
[BasicSettings]
1 LanguageCode=EN
DataDirectory=C:\Users\Public\Documents\CardExchange\Data',
Distributor=0

RightTolLeft=False
AllowDemoMode=True
| LicenseServer=no-net
LicenseDirectory=C:\Users\Public\Documents\CardExchange'License,
UpgradeNotifications=True
[AutomatedPrinting]

AutoStart=False

The location of the license server is set as the named entry LicenseServer. by default this
entry is set to "no-net" and CardExchange ® Visitor Kiosk will use the LicenseDirectory
during the start up.

Now replace the "no-net" with the name or the IP address of the server or computer that is
running the license server.
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| CardExchange.ini - Notepad b — O >
File Edit Format View Help

[Installation] =
InstallTime=10:45:01,9:31:20,10:45:4% !
InstallDate=4,/4/2017,4/5/2017,4/24/2017 |
[PrintServer]
1 AcceptPrintlobs=True 1
Dispatcher=tcp://localhost:4748/CardExchangeDispatcher -
] Port=4747

| SeparatorCharacters=; :
{ PollFrequency=1000 '
{ AcceptPreviews=True

HandlePreviewsFirst=True

HaltOnError=True

HaltClientOnError=True

| [BasicSettings]

LanguageCode=EN

| DataDirectory=C:\Users\Public\Documents\CardExchange\Data\,

| Distributor=0

RightTolLeft=False

AllowDemoMode=True

iLicenseServer=My_Llicense Server

| LicenseDirectory=C:\Users\Public\Documents\CardExchange'License,
| UpgradeNotifications=True

: [AutomatedPrinting] 1
| AutoStart=False

Now save the configuration file and start the CardExchange ® Visitor Kiosk client. When
CardExchange ® Visitor Kiosk is starting, it will request a license from the license manager.

If available it will start directly, if all licenses are in use it will inform the user that all
licenses are in use. As soon as another client is closed, the license will become available
again.
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4 Configuration

In this section we will cover the configuration of different folder locations for each product
as well as database setup and encryption for the configuration files.

For standard installations these steps may not be necessary as the configuration will all be
stored locally under the public documents folder.

When using higher editions and sharing configuration between installations, this is when
these changes may need to be looked at.

41 CardExchange® Visitor

All editions of CardExchange ® Visitor come with an internal SQLite database. If you are
using each edition as a standalone application and not using multiple clients, then the
standard SQLite database will do the job without any problems. If that is the case, you can
ignore this section of the installation manual.

Starting from the CardExchange® Visitor Business edition it is also possible to connect to
MySQL and SQL Server databases, if you are setting up a multiple client environment on
your network with for example, different buildings, lobbies, etc., we strongly advice to use
this server based database support.

Although technically SQLite could handle multiple sessions, the database gets locked on
the moment a client writes to the database and it can happen that, when another client
attempts to write to this database at the same time, data problems or errors can occur.

So if you are using a multiple client environment we strongly advice to use either a MySQL
or SQL Server database.

411 Using MySQL Database Server

This section of the help file will explain how to install the MySQL database server and how
to setup and configure the MySQL database. If you already have a MySQL database server
running in your organization you can skip the installation step and go directly to the
Configuration of the MySQL Database[ 3 otherwise go to the Installation the Database

Server| 89 section.

Note: Connection to MySQL and SQL Server databases is only possible with CardExchange® Visitor
Business edition.
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4.1.1.1 Installing MySQL Database Server

The MySQL installer is available on your CD that you received from your reseller. You can
also download the installer directly from the MySQL website via the link below:

https://dev.mysqgl.com/downloads/mysqgl/

When executing the installer, the first step is to accept the terms and click Next.

[2] MysaL Installer — w

:.- I\-_
MySQL. Installer License Agreement
Adding Community

To preceed you must accept the Oracle Software License Terms.

GMNU GENERAL PUBLIC LICENSE A
License Ag ent Version 2, June 1691

Copyright (C) 1988, 1991 Free Software Feundation, Inc,

51 Franklin Street, Fifth Floor, Boston, MA 02110-1301 USA
Everyone is permitted to copy and distnbute verbatim copies
of this license document, but changing it is not allowed.

Preamble

The hcentes for most coftware are designed to take away your freedom

to share and change . By contrast, the GNU General Public License is
intended 1o guarantee your freedom to thare and change free
software--to make sure the software is free for all its users. This

General Public License apphes to most of the Free Software

Foundation's software and to any other program whose authors commit to
using it. (Some other Free Software Foundation software is covered by

the GNU Library General Public License instead) You can apply it to

your programs, too.

Wheen we speak of free software, we are refermng to freedom, not price.
Our General Public Licenses are designed to make sure that you have
the freadnm ta dicknbotes caniss of fres oafhuars (and channes far thic

| accept the license terms

Next > Cancel

As we only need the Server functionality, in this manual we will only explain the installation
and configuration of the MySQL server. Refer to the MySQL website when other options are
selected as described in this manual. Now select Server only option and click Next
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[7] MySQL Installer

MySOf. Installer Choosing a Setup Type

Adding Community

Please select the Setup Type that suits your use case.

O Developer Default Setup Type Description
Installs afl products needed for Installs only the MySCL Server. This type should
MySCL development puiposes, be used where you want to deploy a MySOL

Server, but will not be developing MyS0L
® Sesver only apphcations

Installs only the MySOL Senver
product.

(O Client only

Inztalls only the MySCL Client
products, without a senver

O Full

Installs all incduded My50L
products and features

O Custom

Manually select the products that
thould be installed on the
fystem.

<Back || Net> Cancel

Just confirm what is going to be installed and Execute the installer by clicking Execute.
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[7] MySQL Installer

MySQL. Installer

Adding Community

Installation

Installation

Press Execute to upgrade the following products.

Product Status Progress Notes
MySOL Server 57.15 Ready to Install
Click [Execute] to install or update the following patkages
< Back Execute

Cancel

When the Server is installed on your system, the Complete message will be shown. Click
Next to proceed to the Server configuration.
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(] MysQL Installer — X
o\

MySQL. Installer Installation
Adding Community s

Press Execute to upgrade the following products.

Product Status Pragress Notes

] MySOL Server 57,15 Complete

Installation
Show Details =
Next > Cancel

Click Next to step into the Product Configuration wizard.
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[2] MySQL Instalier

L\
MySQL. Installer

Adding Community

Product Configurabion

Product Configuration

We'll now walk through a configuration wizard for each of the following products.

You can cancel at amy point if you wish to leave this wizard without canfiguring all the
products.

Product Status
MySQL Server 5.7.15 Ready to Configure

Next >

Cancel

In this section we are providing specific information for the network. It will determine how
your server will be accessible in your network.

For the Config Type we select “Server Machine". In the Connectivity Settings we enter the

port number for the TCP/IP as well we indicate to have firewall network access. The port

number is default to 3306. Please contact your system administrator if you need to change

the default port number or enter the port number if you know what it needs to be.

You need to give your database a recognizable network name in the section Named Pipe
and Shared Memory. Proceed to the Accounts and Roles by clicking Next.
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(7] MysaL Installer - x

4
MySQL. Installer Type and Networking
MySQL Server 5.7.15

Server Configuration Type

Choose the correct server configurstion type for this MySOL Server installation. This setting will
define how much system resources are assigned to the MyS0L Server mstance.

|';. pe and Networking Ennﬁg Tw:: Server Machine

Connectivity

Use the following controls to select how you would like to connect to this server,

& 1cpap Port Number: |3306 ]

Open Firewall part for network access

[ Nermed Pipe Pipe Name: |CE_MVSQL |

£ Shared Memory Memory Name: [CE_M‘ESQL ‘

Advanced Configuration

Select the checkbox below to get addmonal configuration page where you can set advanced
optiens for this server instance

[ Show Advanced Options

Next > Cancel

In the Accounts and Roles section we start with providing a Password for the Root Account
of the database server. Make sure you store this password in a secure location and make it
a strong password.
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(2] MysQL Installer - *
o\
MySQL. Installer Accounts and Roles
MySQL Server 5.7.15 Root Account Password
Enter the password for the root account. Please remember to store this password in a secure
place.

MySQL Root Password: |:[3’b------ ]

Repeat Password: quuuu |

Accounts and Roles

Password Strength:  Weak

MySQOL User Accounts
Create MySCL user accounts for your users and applications. Assign a role to the user that
consists of a set of privileges,
MySOL Username Host User Role I Add User I
_' | tardexchange % DE Admin
< Back Next > Cancel

Next you need to add a user account to the database server by clicking Add User. In the
MySQL User Details window you provide the username and the password. Set the role to
DB admin and leave the Host as default and click on OK to confirm the User and press Next
to proceed.
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W\
MySQL. Installer Accounts and Roles
MySQL Server 5.7.15

Root Account Password
Enter the passward for the root account. Please remember to store this pasoweord in a secure

place.

[Z] MysQL User Details ®

Please specify the usemame, password, and database role

- b —

Accounts and Roles

']-'\ L] Usemame |cardexchange |

S LEEI Al Hosts [)> _,l

Role . DB Admin " |
Authentication (8 MySQL

| arole to the user that |

Password iil..lllil.

Confirrn Password J""‘“""l [ | Add User I

Password Strength;  \Weak

OK Cancel

<Back || Net> Cancel

In the Windows Service section of the installation we select that the MySQL server will act
as a service and that we want to start this service at system startup. You can change the
Windows Service Name but it is not needed for the purpose of CardExchange ® Visitor
installation. We advice to have the service running as a Standard System Account. When
done, click on Next to Proceed.
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[7] MySQL Installer

4
MySQL. Installer
MySQL Server 5.7.15

Windows Service

Configure MySOL Server as a Windows Service

Windows Service Details
Please specify a Windows Senvice name to be used for this My5S0L Server instance. A unmique
name 15 required for each instance.

Windows Service Name: |M&'5_m:5_7
b Start the MySQL Server at System Startup

Run Windows Service as ...
The MyS0L Server needs to run under a given user account. Based on the security
requirements of your gystem you nead to pick one of the aptions below,

(®) Standard System Account

Recemmended for most scenanos.

(O Custom User
An existing user account can be selécted for advanced scenanos

e | [T ][ s

In the Plugins and Extension section, nothing has to be selected or changed for the use of
the database server with CardExchange ® Visitor so click Next to proceed.
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[7] MySQL Installer
N

MySOf. Installer Plugins and Extensions
MySQL Server 5.7.15

MySQL as a Document Store
Use the following controls to select how you would like to connect to this server,
D Enable X Protocol / MySOL a5 a Document Store

Port Mumber: 33060

Qpen Firewall port for network access

Starting with MySOL Server 5.7, MySCL supports document store development. in
arder to provide a complete document store/NoSQL experience there is a new
communications protocol called the X Protocol The expanded capabilities of the X
Protocol enable us to provide modern developer APIs with features such as
asynchranous calls, pipelining, and more. In addition to implementing document
collections, the new X DevAPl also supports relational and combined document
store/relational capabilities. Mow developers, designers and DBAs can deploy
MySOL databases that implement document store, refational, or hybrid
decument/relation models.

e | [T ][ s

After all the wizard pages are applied, we need to execute this configuration so click
Execute to proceed.

© 2020 CardExchange Solutions, Inc.




Configuration 929

(7] MysaL Installer - x

'.-"'-. [}
W

MySQL. Installer Apply Server Configuration

MySQL Server 5.7.15

Press [Execute] to apply the changes

Configuration Steps  Log

Stopping Server [if necessary]

o O

Wnting configuration file

o

Updating firewall

8]

Adjusting Windows service [if necessary]

O

Initiahzing Database [if necessary]

C

Starting Server
Applying security settings

Creating user accounts

@

o

Updating Start Menu Link

O

J

) Updating Firewall for MySOL Document Data Feature Set

e | [ e

During this process, the wizard will show all the processes being executed.
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(7] MysaL Installer - x

MySQL. Installer Apply Server Configuration
MySQL Server 5.7.15

The following configuration steps are being executed.

Configuration Steps  Log

®

Stopping Server [if necessary]
Wnting configuration file

Updating firewall

Q@ @ @

Adjusting Windows service [if necessary]

®

Initiahzing Database [if necessary]

C

Starting Server

@

Applying security settings

Creating user accounts

o

Updating Start Menu Link

O

J

) Updating Firewall for MySOL Document Data Feature Set

Cancel

And when all settings are executed, you can click Finish to proceed to the last step of the
installation.
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(7] MysaL Installer - x
B

MySQL. Installer Apply Server Configuration
MySQL Server 5.7.15

The configuration operation has stopped.

Configuration Steps  Log
& Stopping Server [if necessary]

Wnting configuration file

]

& Updating firewall
& Adjusting Windows service [if necessary]
@

Initiahzing Database [if necessary]

&

Starting Server

&

Applying security settings

Creating user accounts

Q@ @

Updating Start Menu Link

&

Updating Firewall for MyS0OL Document Data Feature Set

Configuration for MySQL Server 5.7.15 has succeeded, Please elick Finish to
continue.

Fimish

Back in the Product Configuration section, you need to click Next to proceed.
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(] MysQL Installer - X
AN
MySQL. Installer Product Configuration
Adding Community
We'll now walk through a configuration wizard for each of the following products.
You can cancel at amy point if you wish to leave this wizard without configuring all the
products.
Product Status
MySQL Server 5.7.15 Configuration Complete,
.:_II.I ration
€ >
Next » Cancel

And click Finish to end and close the installation.
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(2] MysQL Installer = b X

L\
MySQL. Installer Installation Complete
Adding Community

The installation procedure has been completed.

Copy Log to Clipboard

Installation Complete

When the installation of the database server is successful, you can proceed to the setup of
the databasel !

4.1.1.2 Setup MySQL Database

When you have installed the MySQL Server or if you already had a MySQL Server running, it
is now time to prepare the database for CardExchange ® Visitor. The creation of the
database is very basic as we only have create the database and 1 (one) table, the
Migrations table. As soon as this table is available and you start CardExchange ® Visitor for
the first time, it will then create the complete database needed for the application.

Below is the complete script but we have included step-by-step instructions below as well:

CREATE DATABASE ‘cegateway’;

USE ‘cegateway’;

CREATE TABLE “tblsystem_migrations’ (
ID"int(11) NOT NULL AUTO_INCREMENT,
Version™ int(11) NOT NULL,
‘MigrationDate™ datetime NOT NULL,
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PRIMARY KEY ('ID")

) ENGINE=InnoDB AUTO_INCREMENT=2 DEFAULT CHARSET=utf8;

To setup a database with MySQL, we will have to do some specific command line
commands via the MySQL Command Line Client. To start the client, browse your start menu
and look for the MySQL folder and select MySQL 5.7 Command Line Client.

‘ Microsoft Office 2016-hulppro... >~

@ Microsoft Solitaire Collection
B WMicrosoft SQL Server 2008
Microsoft SOL Server 2012
Microsoft S3AL Server 2014
Microsoft Wi-Fi
Money
Movies &L TV
Mozilla Firefox

MySRL

ol MySQL 5.7 Command Line Client

o MyS0L 5.7 Command Line Chent...

. MySOL Installer - Community

N

B News

Motepad+ +
B notep

Life at a glance

Thursday

29

(5

Microsoft Edg

66°

k!

Washington,..

The first thing we need to enter when the command line client starts is ROOT password so

enter the password and hit Enter.
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B8 £yS0L 5.7 Command Line Clian: = m| b

After the password is entered and accepted successfully, the client is ready for commands.

B8 £yS0L 5.7 Command Line Clian: = (m| "

Cammands @i with

SOL Community Serves (GPLY

. current imput statement,

First we have to create the database so enter the exact command below (copy and paste is
adviced) and hit Enter:
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CREATE DATABASE ‘cegateway’;

B8 £yS0L 5.7 Command Line Clian:

L Commanit

yracle endfor its

red trademark o
b Tr

affiliates.

all

When successful, the query should indicate OK, 1 row should be affected.

B8 £yS0L 5.7 Command Line Clian:

Cammands o

SOL Community Serves (GFL)

iracle endfor its

with ; or

affiliates.

\g

all rights

its

currant input st

akement
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Now we need to tell the system to use the created database for creating the table later.
Enter or copy and paste the command below and hit Enter:

USE ‘cegateway;

B rySOL 5.7 Command Line Clian: - m} b

Commands oned with ;. or g

L community Serves CGRLY

acle andfor its

When successful, it will indicate that the Database has changed. Now we can create the
migration table.
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Corporation end/for i
of thelr respective

To create the migrations table, please enter (copy and paste advised) the command below
and hit Enter:

CREATE TABLE “tblsystem_migrations’ (
IDint(11) NOT NULL AUTO_INCREMENT,
Version™ int(11) NOT NULL,
‘MigrationDate” datetime NOT NULL,
PRIMARY KEY ('ID")
) ENGINE=InnoDB AUTO_INCREMENT=2 DEFAULT CHARSET=utf8§;
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B8 £yS0L 5.7 Command Line Clian: = m| b

 current input statement,

MNC
OT NULL .

LT CHARSET-=wt F8;

When successful, the query will indicate OK and 0 (zero) rows are affected.

B8 £yS0L 5.7 Command Line Clian: = (m| "

Commands ore with
SOL Community Serves (GFL)

iracle endfor its effilistes. al

. current imput statement,

You have now successfully created the database and the migration table. When you run
CardExchange ® Visitor for the first time, it will create the table structure to be used, also
when performing updates we may change the structure within a future release. If this is
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41.1.3

done then a migration table keep track of any changes in future releases of the database
and will be fully self maintaining.

The only think left to do is the configuration of the client(s). To do so, please refer to the
specific section of this help file for the configuration of the Clientl sl or the KIOSK[ s

Configure MySQL Database Connection

To use the Client with a MySQL database, each Client will have to be configured for that.
The location of the database is set in the CardExchange ® Visitor Configuration file.

This CardExchange.Gateway.exe.config file is located in the installation directory you
selected during the installation, typically this would be:

C:\Program Files (x86)\CardExchange Solutions\CardExchange Gateway\ by default.

. - -
¢ Cut = . Ly Meer iHem - ] Cpen = - Selectall
| & - = x = o v P It
— T Copy path T | Fotny acrmes = Foil 1 Salectnmne
Pa-t Mave  Copy Drekete R epame Mew Properizs ¥
{8 Paniedh ta~ = - folder - Hist= = (e welection
<HERCard Jraanize bl WSREN =2ECE

= Thic BC s ‘Windows (C) = Program Files (135) CardExcharge Solutions » CardBuehamge Gateway

Iamiz Date maodfied Type Sre
W CarcdExchang e Ericrypt e LN TR AM A pelization TAOKE
W% Cacd Exc hange [ abowa . mee 17 244 Pl 34
|| CardEschange Catoway, Heasan o R E5FPM 1K
:_' CardEBschange Satsway.eiesonfg ST B2 AW TKEB
|= CardEuchange Imaging dli S 20T 211 B 2 KE
CardEechange ini T 2T BB AN 1KE
4 CardExchanges Lice nsing gl 1 AENT TR P Apelication edeny TE KE
= CoardEschange Producerdl| ST/ Ll P App lization ettrns LELS:
% CardEschang e WpF Generic.dil TR L 16-PM App ization exten L KB
3 CardBechang elresigner di| T \piication een L85 KB
| CardExchangeDesigneri.dll Apolication e £:51 KB
8% CardExehang eDispat choer, e i A . 35}
|| CardExchangefhspotcher. oo ascnen AT A ASERVRE Frle 11
|| CardbxchangeDispateh er exe £ onfig AT L4 P Ermbarcaders BAL., [8E

You can open the CardExchange.Gateway.exe.config file using the CardExchange.Config.exe
utility in the install folder.
If you drag the config file onto the config utility it will automatically openin it.
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indows (C:) » Program Files (x88) » CardExchange Solutions » CardExchange Gateway v
’Y MName - Drate modified Type Size
nl S22 T 1014 AN File folder
no &/2%/2007 1004 AM  File folder
| pt 87292007 1014 AM File folder
ra 8/29/2017 114 AN File fiolder
ru 8/29/2017 1014 4M  File Folder
s B/2%/207 1014 AM Filefolder
th 8/25/2007 1014 AM  File folder
tr B/2G/2017 13614 AM - File falder
zh-CHT 8/29/2017 1014 &M File folder
zh-CN 8/25/2017 10014 AM  Filefolder
zh-5G B/29/201T 10:14 &AM File falder
zh-TW 8/29/2007 114 &AM File fiolder
ns @ 2d.ico BF2/2017 HOT PM [CE File 15.KB
ij acr120:dll 442014 §:44 PM Application extens.., 102KB
i:l A5, Profile.dll Y9/2002 248 PM Applhcation extens... 44 KB
|:] borlndmm.dll 321/2005 224 PM Apphication extens,., 22 KB
D Bytescout.BarCode.dll ‘-t-;'.!é,iEi"H F37TPM  Application extens.. 4,094 KB
EQ CardExchange.chm :;.-'1-'25-17 2:00.PM Compiled HTML ... 19,647 KB
g CardExchange.Config.exe I :i.f'ﬂ 127 117 PM Application B14KB
] CardExchange.Core.dll |+ Open with CardExchange.Config |0 erters., 105 KB
%4 CardExchange.Encrypt.exe 7202017 231 PM Application TA0 KB
N CardExchange.Gateway.exe B/14/2017 8:13 PM Application 3,51TKB
|:| CardExchange.Gateway.exe.asenrc 842007 1014 PM ASERVRC File 1 KB
|:] CardExchange. Gateway.exe.config 8252007 114 AM  Embarcadero RAD,, g KB
| CardExchange.lmaging.dil 7/20/2017 202PM  Application extens... 2,998 KB

Here you can now change the server/login credentials under the connection strings tab.

LA
m
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411.4

41.2

N CondEschonge.Gotewny.coc.oonfig - Cardbcche nge ® Gotewsy Corfiguration Too! ki = = !
HOmE ?

— AlL
H. pCL jOY

Cawe En.:l"\:‘l:‘i - L dvanced
moce
Appiic a!i on S—:uiﬂ-g_s_ Applcationtd Batting: Datzbacs Dacvider SQLite

Cannection Stinge - = —— = .
Dietabase fle | CLs e Public D ocUsmsents) CardEechmng 2t Latn cogat ewasalite El

Whelcorme o the: Cai dbathange® Eateway Configu ration Toof|

Now save the configuration file and start CardExchange ® Visitor. When CardExchange ®
Visitor is starting, it will now use the MySQL database you have just created.

Storing Images

If you are using a MySql database and storing images greater than 1TMB in size, you will
need to increase the MySql variable "max_allowed_packet" value from 1MB, which is the
default value, to something bigger like 5SMB.

Some instructions on changing this value can be found on the MySQL website here:

https://dev.mysql.com/doc/refman/5.5/en/packet-too-large.html

This is because some images such as photos can be bigger than TMB and MySQL is defined
to only accept TMB BLOB values by default.

Using SQL Database Server

This section of the help file will explain how to setup and configure the SQL Server
database for use with CardExchange ® Visitor.

The installation of SQL Server is beyond the scope of this installation manual and will not
be covered, if you need help with this please consult your system administrator.
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Note: Connection to MySQL and SQL Server databases is only possible with CardExchange® Visitor
Business edition.

4.1.2.1 Setup SQL Database

When you have installed SQL Server or if you already had a SQL Server running, it is now
time to prepare the database for CardExchange® Visitor. The creation of the database is
very basic as we only have create the database and 1 (one) table, the Migrations table. As
soon as this table is available and you start CardExchange ® Visitor for the first time, it will
then create the complete database needed for the application.

Below is the script to create the database and the migrations table:

CREATE DATABASE ‘cegateway’;0
USE cegateway
GO

CREATE TABLE "tblSystem_Migrations"(
[ID] INT PRIMARY KEY IDENTITY(1,1),
[Version] INT NOT NULL,
[MigrationDate] DATETIME NOT NULL

)

41.2.2 Configure SQL Server Database Connection

To use the Client with a SQL Server database, each Client will have to be configured for
that. The location of the database is set in the CardExchange ® Visitor Configuration file.

This CardExchange.Gateway.exe.config file is located in the installation directory you
selected during the installation, typically this would be:

C:\Program Files (x86)\CardExchange Solutions\CardExchange Gateway\ by default.
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q l o cut &= x !I T3] Nere ibem - - open - B Select all
- Cogy path - = :i Esny access — i i1 melectmmne
Pt Mave Copy Delete Repame Hiew Properfizs z
|2 Rurfe shortod ta-  ba- - folder = & e fiy (et welectian
Stppoarg rganze ey Open Safed
= Thic PC = Windows (Cz) » Program Filec(s33) » CardBxcharge Solutions » CardBwchange Gateway e

Flamiz Drate maodfied e
S Card Exchmngm Ercrypt e 2EOT T AR TAO KB
W9 Cacd Exchenge [ aboway mee 1T 142 PR 14 KT
L CardEschamge Caboway, Heasane S0 E55 PM 1KB
| CardBechange Gatsway.sieconfig 17 B2 AN Erbancaderg RAD ... 7KB
& CardEwchange Imaging. dli 17211 B 32 WE

CardEechange ini 1KE
E CardExchange Lice nsing.dll B K
E CardEwchang e Producerdi| Apglization ettrns 53 KE
|j Cardbsehang e WpF Gemenedl| STAARTT &GP Apoleation edems 437 WE
|3§ CardBschang elresigner di| SITENT Rl PR \pglication exens 3285 KR
[ cardEechsngeDesigneck.dli THTOITZAREM  Application edenc 2,681 KE
5% Card Fuc hang ellispat chor e ST 23T R Apmlicatic 38 WT
|l CardExchongethspatcher. cxcascre G131 A BSERVRE File 1K
|_' Lard Exe hinmg eDispatch en exe o onfig AT SR P Errhiare neere RAL . 1RD

You can open the CardExchange.Gateway.exe.config file using the CardExchange.Config.exe
utility in the install folder.
If you drag the config file onto the config utility it will automatically openin it.
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indows (C:) » Program Files (x88) » CardExchange Solutions » CardExchange Gateway v
’Y MName - Drate modified Type Size
nl S22 T 1014 AN File folder
no &/2%/2007 1004 AM  File folder
| pt 87292007 1014 AM File folder
ra 8/29/2017 114 AN File fiolder
ru 8/29/2017 1014 4M  File Folder
s B/2%/207 1014 AM Filefolder
th 8/25/2007 1014 AM  File folder
tr B/2G/2017 13614 AM - File falder
zh-CHT 8/29/2017 1014 &M File folder
zh-CN 8/25/2017 10014 AM  Filefolder
zh-5G B/29/201T 10:14 &AM File falder
zh-TW 8/29/2007 114 &AM File fiolder
ns @ 2d.ico BF2/2017 HOT PM [CE File 15.KB
ij acr120:dll 442014 §:44 PM Application extens.., 102KB
i:l A5, Profile.dll Y9/2002 248 PM Applhcation extens... 44 KB
|:] borlndmm.dll 321/2005 224 PM Apphication extens,., 22 KB
D Bytescout.BarCode.dll ‘-t-;'.!é,iEi"H F37TPM  Application extens.. 4,094 KB
EQ CardExchange.chm :;.-'1-'25-17 2:00.PM Compiled HTML ... 19,647 KB
g CardExchange.Config.exe I :i.f'ﬂ 127 117 PM Application B14KB
] CardExchange.Core.dll |+ Open with CardExchange.Config |0 erters., 105 KB
%4 CardExchange.Encrypt.exe 7202017 231 PM Application TA0 KB
N CardExchange.Gateway.exe B/14/2017 8:13 PM Application 3,51TKB
|:| CardExchange.Gateway.exe.asenrc 842007 1014 PM ASERVRC File 1 KB
|:] CardExchange. Gateway.exe.config 8252007 114 AM  Embarcadero RAD,, g KB
| CardExchange.lmaging.dil 7/20/2017 202PM  Application extens... 2,998 KB

Here you can now change the server/login credentials under the connection strings tab.

LA
m
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N CondEschonge.Gotewny.coc.oonfig - Cardbcche nge ® Gotewsy Corfiguration Too! ki = = !
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Dictabase file | CAUsers Pullic’. D ocusmiznts) CandEr chang = Dat oo gat ewaysqlite Browse |
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Now save the configuration file and start CardExchange ® Visitor. When CardExchange ®
Visitor is starting, it will now use the SQL Server database you have just created.

41.3 Configure Shared Folders

CardExchange ® Visitor allows multiple installations to share the same configuration, which

in that case will likely be located on a network drive. Therefore all clients need to point to
the same folder locations.

Usually you would just have the Data folder in a central location which would be shared

with all users, this can be set by editing the CardExchange.ini file and editing the Data
Directory line with the correct path.
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| CardEschanga.ini - Morepad = — O e
File Edit Format Wiew Help
linstaliarionf
InstallTinme=4-45:50
Installlate=5/2/ 2017
[Frintserver]
acceptPrintiobs=Tne
Dizparehersrenylocalhosmd 748/ CardExcha ngaDizpatcher
Por=4747
LeparatorCharacters=:
PollFregue ney =100
AcceptPreviews=Tue
HandlePrevigwsFirst=Trus
HaltOnEror=Trus
HaloientOnErm=Tue
[BasleSetings]
LanauapeCoda=EN
Catalirectory=C U sers\Public\Documnents\ CardExchange\Data
Distribator=0
RightTolefr=Fals=
AllowDemolode=True
LicenseServer=na-net
LicenseDirectary=C\sersh Public\DocumentsyCardExchangel Licensey
UpgradeNotfications=True
[Autematedrrintng)
AutaSrare=Fals=

However it is also possible to specify separate paths for two important folders used by
CardExchange® Visitor, the Templates folder and the Documents Folder. The documents
folder contains all the signed documents like NDA's.

You can open the CardExchange.Gateway.exe.config file using the CardExchange.Config.exe
utility in the install folder.
If you drag the config file onto the config utility it will automatically open in it.
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ns

Mame
nl
no
[
ra
ru
5
th
v
zh-CHT
zh-CN
zh-5G
zh-TW
| 24.ico
|4 acri20.dil
[4] AMS.Profile.dil
|5 borlndmn.dll

|4] Bytescout.BarCode.dll

Fa

EQ CardExchange.chm

g CardExchange.Config.exe
D CardExchange. Core.dl|

% CardExchange.Encrypt.exe
N5 CardExchange. Gateway.exe

|:| CardExchange. Gateway.exe.asenrc
I:] CardExchange.Gateway.exe.config
El CardExchange.lmaging.dil

Cate modified

F29/2017 10:14 AM
S2%7 2007 1004 AM
Br29/2017 10:714 &M
£259/2017 10: 14 AM
8/29/2017 1014 AM
B/25/2017 10:74 AM
2520017 1014 AM

017 10:14 AM

292017 1014 -AM
B/2%72007 10014 AM
Br29/2017 10;14 &M
292017 10:14 AM
BFAFZ0TT 0T PR
4472014 §:44 PM
¥9/2012 2:45 BM
1/21/2005 2:24 PM
10/22/2013 557 PM
'!.."E-"l" 7900 PM
i‘] 172017 117 PM

=

o]
rJ

/20

o
r-_.

fan]

indows (C:) » Program Files (x88) » CardExchange Solutions » CardExchange Gateway

Type

File folder
File folder
File folder
File folder
File falder
File falder
File folder
File folder
File folder
File folder
File folder
File folder
[CQ File

Apphcation extens..
Apphcation extens...
Application extens,,,
Application extens...
Compiled HTML ...

Application

|+ Cpen with CardExchange.Config |,on etens.

702017 237 PM
B/14/2007 813 PM
4207 1014 PM
B207200T 1074 AM
2072017 202 PM

Application
Application
ASERVRC File

Embarcadero RALL,,

Applcation extens.

Here you can enter a different path to these folders if required.

1
(e
LA
4]

Size

15 KB
108 KB
A4 KB

22 KB
4,004 KB
19,647 KB
814 KB
105 KB
7AD KB
3,51TKB
1 KB

8 KB

2992 KB
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The login and permissions information is stored in the SQLite database within the Data
folder, if you are planning on moving the Data folder location or you plan on sharing it

among multiple user,s then you will need to change the path to this in the
CardExchange.Gateway.exe.config file.

Here you can set the path to the new location under the connection strings tab.

N4 CondExchange.Gotewy.cnconfig - Cardbcche nge ® Goteway Corfiguration Tool i s ] |
Home 2|

H & + %

Sawe Encrypd v Sdvanced
mods
Save Commestiom Coring
| ApaGtantn Saege ApplicationMSuninge Dasbacs. | puviger: | Scotine -]
| Cannection Siings ]

Dictabase file -E.\Us:rs‘lPut:Ii:‘-.Dnmmtnl:”.Ea'ﬂE:r:hMh;:"-mm‘.c:gatmw.:.qll‘tt| Hrowse |

helioorpes - This Ca 0Bt hange® Gateway Configuration Toof|

Now save the configuration file and start CardExchange ® Visitor. When CardExchange ®
Visitor is starting, it will now use the folder locations as defined in this file.
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414

4.2

Encrypting Database Connection String_2

When using a MySQL or SQL Server database with CardExchange ® Visitor, it is likely that
you would want to protect the username and password used to connect to it.

By default these details are stored in a standard xml configuration file, so we also offer the
possibility to encrypt the connection strings with this file.

NY CordExchongeGoteway.coeconfig - Cardbcche nge ® Gotewsy Corfiguration Tonl il == O *
FOMmE ?
a
k

H e
[]
Sawe Encrypt : A chanced

moc=

|
all

197

Apoic a!i on S—;glh i Applcationtd pienting: Datzbacs

Y Provider SGLte
Connection Strings

Dietabase bl CaLsers) Pulfic’ D ocuenie nt= CandEr oh ang mt D’ oo gat mwanssaqlite Hrowse |

Whelcorme o the CarJbathange® Eateway Cimfgdration Tool|

Included in the configuration utility is an Encrypt option that will encrypt the database
connection string within the configuration file.

Note: This process cannot be reversed so please make sure that you keep the connection details in case you
need to change the connection details at a later time. Also this encrypted file is not portable between
installations and can only be used on the machine it was generated on.

You can do this for both the CardExchange.Gateway.exe.config and
VisitorExchange.Kiosk.exe.Config files.

CardExchange® Visitor Kiosk Client

Starting from the CardExchange ® Visitor Business edition it is also possible to use the
CardExchange ® Visitor Kiosk Client (Additional license required).
This is a stand-alone Kiosk application for self check-in and check-out by visitors.

All editions of CardExchange® Visitor come with an internal SQLite database, also starting
from the CardExchange® Visitor Business edition it is also possible to connect to MySQL
and SQL Server databases.
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If you are setting up a multiple client environment on your network with for example,
different buildings, lobbies, etc., we strongly advice to use this server based database
support.

Although technically SQLite could handle multiple sessions, the database gets locked on
the moment a client writes to the database and it can happen that, when another client
attempts to write to this database at the same time, data problems or errors can occur.

So if you are using a multiple client environment, which will be the case when running Kiosk
clients, we strongly advice to use either a MySQL or SQL Server database.

CardExchange ® Visitor Kiosk clients share their configuration with a full installation of
CardExchange ® Visitor Busines edition, which in that case will be located on a network
drive. Therefore all KIOSK clients needs to point to the same configuration folder.

421 Configure Shared Folders

CardExchange ® Visitor Kiosk clients share their configuration with a full installation of
CardExchange® Visitor Busines edition, which in that case will be located on a network
drive. Therefore all KIOSK clients needs to point to the same configuration folder.

Usually you would just have the Data folder in a central location which would be shared
with all users, this can be set by editing the CardExchange.ini file and editing the Data
Directory line with the correct path.

| CandExchange.ini - Morzpad - — =] ke
File Edit Farmar  Wiew Help
[installationf "

InstallTime=Y-45-54
InstallDate =572/ 017
[ErintServer]
AcceptPrintlobs=True
Dispatcher=tcpy/localhosnd A8/ CardExchangaDispatcher
Poe=4747
Separatar.haracters=:
PollFreguency =100
AcceptPreviews=Tua
HandleFrevigwsFirst=True
HaltOnErar=Trus

Hato lientOnErrar=True
[BasleSettings]
LanzuapeCoda=EN

Databirectory=-C{Users \Public\Documnents\ CardErchange\Data
Distributor=0

RightTolafr=False

Al Demaliode=True

Licenseferver=na-net

License Directany= C\Users\Pubilic\DocsamentshCard Bschange\ Lice nsely
UpgradeNotifications=True

[AutamatedPrintng]

AmnSrar=False
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However it is also possible to specify separate paths for two important folders used by
CardExchange ® Visitor Kiosk, the Templates folder and the Documents Folder. The
documents folder contains all the signed documents like NDA's.

The location of the folders needs to be adapted in the configuration file of CardExchange ®
Visitor Kiosk.

Just like when configuring the Client License, browse to the installation directory and open
the VisitorExchange.Kiosk.exe.config file with the CardExchange.Config.exe utility.

If you drag the config file onto the config utility it will automatically openin it.

Here you can enter a different path to these folders if required.

N9 Viskorxchange.Kiosk exe contig - CondExchangs ® Gabewey Configurab on Tocl i == 0O x
Home ?

H

Sawe

Application Settinge Fig {,}_{,IJ frs .Elli.rl_f,ls | Tamplatecioldes | Tempiates
Conmection Stringc |VﬂwMudelMy WisrSettings
Wit Gensnic byl S sttinioe

Docu merisFolter | Bocuments

Whelcorre (o the ol Bt hanga® Gateway Confi ration Tool]

The login and permissions information is stored in the SQLite database within the shared
Data folder, so you will also need to change the path to this in the
VisitorExchange.Kiosk.exe.config file. Here you can set the path to the new location under
the connection strings tab.
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N9 VistorExchongeKiosk eoe contig - CondEschangs ® Gabewny Configuraton Teol i == 0O !
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Dictabase file | CAUsers Pullic. Docusmiznts| CasdEr chang = Dat oo gat ewaysqlite Browse |
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Now save the configuration file and start CardExchange ® Visitor KIOSK. When
CardExchange® Visitor KIOSK is starting, it will now use the folder locations as defined in
this file.

4.2.2 Configuring MySQL Database

To use the KIOSK Client with a MySQL database, each KIOSK Client will have to be
configured for that. The location of the database is set in the CardExchange ® Kiosk
Configuration file.

This VisitorExchange.KIOSK .exe.config file is located in the installation directory you
selected during the installation, typically this would be:

C\Program Files (x86)\CardExchange Solutions\CardExchange Gateway\ by default.
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You can open the CardExchange.Gateway.exe.config file using the CardExchange.Config.exe
utility in the install folder.

If you drag the config file onto the config utility it will automatically open in it.

Here you can now change the server/login credentials under the connection strings tab.
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Now save the configuration file and start CardExchange ® Visitor KIOSK. When
CardExchange ® Visitor KIOSK is starting, it will now use the MySQL database you have just
created.

4.2.3 Configuring SQL Server Database

To use the KIOSK Client with a SQL Server database, each KIOSK Client will have to be
configured for that. The location of the database is set in the CardExchange ® Kiosk
Configuration file.

This VisitorExchange.KIOSK.exe.config file is located in the installation directory you
selected during the installation, typically this would be:

C\Program Files (x86)\CardExchange Solutions\CardExchange Gateway\ by default.
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You can open the CardExchange.Gateway.exe.config file using the CardExchange.Config.exe
utility in the install folder.
If you drag the config file onto the config utility it will automatically openin it.

Here you can now change the server/login credentials under the connection strings tab.
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Now save the configuration file and start CardExchange ® Visitor KIOSK. When

CardExchange® Visitor KIOSK is starting, it will now use the SQL Server database you have
just created.

Encrypting Database Connection String

When using a MySQL or SQL Server database with CardExchange® Visitor Kiosk, it is likely
that you would want to protect the username and password used to connect to it.

By default these details are stored in a standard xml configuration file, so we also offer the
possibility to encrypt the connection strings with this file.
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Included in the configuration utility is an Encrypt option that will encrypt the database

connection string within the configuration file.

Note: This process cannot be reversed so please make sure that you keep the connection details in case you
need to change the connection details at a later time. Also this encrypted file is not portable between
installations and can only be used on the machine it was generated on.

You can do this for both the CardExchange.Gateway.exe.config and
VisitorExchange.Kiosk.exe.Config files.
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Working With Visitors
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In the Visitors view you can carry out all the operations associated with Visitors, you can

add/edit visitors, Check-in/Check-out visitors, add Events etc...
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51 Layout
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The Visitors view has four panes that can be moved, resized or hidden based on the users
preferences.

e The Visitors pane (Shown above in red) shows a list of all the visitors.

e The Badge preview pane (Shown above in blue) shows the preview of the visitor badge with the
selected visitors details.

e The Visitor details pane (Shown above in black) shows all the available data for the selected
visitor including photo/signature.

e The Actions pane (Shown above in green) contains shortcuts to the most common actions such
as Check-in, Check-out and Print badge.
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5.1.1 Visitors Pane

Visitors *
ID Firstname Last name Representing

®1 Td Torres CardExchange

@®: Alissa Keller

@ 3 Nadine Williams

3 records loaded

In the Visitors pane of CardExchange® Visitor you see all the records presented that are
available in the database. In the configuration tab you can set the Look-up columns that are
displayed in the Visitors pane.

Also shown here is the current status of the visitor shown by the colored circle next to their
name.

These status markers show whether they are currently checked-in/checked-out, pre-
regestered for an event etc...

For more info please see the Status Markers[+] section.

Record Sorting
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-Visitors -4
; Y -

Fepresenting

I ID First name| Last name

@2 Alissa Keller
@1 Tad Torres CardExchange

'@ 3 Nadine  Williams

2 records loaded

The Visitors pane is a so called data grid showing all your available database records
divided by columns. Sorting the records is just as simple as clicking on the column.

Record Look Up

Visitors A
[Ter i -

| Last name 1D First name Representing
@ Torres 1 Tad CardExchange

1 records loaded
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It is very simple to search for records inside the Visitors pane. Enter the text that you want
to search for in the text box directly above the columns. The text you enter always applies
to the first column in the Visitors pane. If you want to look up records from the Last name

column, you have to drag the column to the front.

Loaded Record Information

Visitors *
| Y-
Lastname  |D First name Representing

@ keller 2 Alissa
@ Torres 1 Tad CardExchange

@ williams 3 Nadine

3 records loaded

In the footer of the Visitors pane the total amount of loaded records is shown.
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51.2 Badge-Preview Pane

1
o

Badge preview

Default template

Tad Torres

ARG AR O

The Badge preview shows a live preview of the visitors badge with the data from the
selected visitor.

5.1.3 Visitor Details Pane

Visitor details |

l=} 1 E-mail address sales@oadanchangeschiton Arival status

Pheobo Car ] Car Description
Lizense plabs Badpge-temgplate 10 D
Dste af irth 1F1/1880 Signaire A
Addrogs /ﬁ%
City et 2
- | 777

Tither ZIF coda

Fired niama Country

Last nama Disabled " Disabled Scanned buseess cand

Represanting CardExchange Chisabiiity

Phons number O25.526.4050 VIR ks

Fhene-nurnber extension Escor| required Escor reguirsd

Private phons rembsr Escort serace

Mabile ghana numbar Blacklistad [ Blackisted

Lt Tithe Staeydate Check-in date  Check-out date - Badge-sxpiranon date  DesenpEion
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The Visitor details pane shows all of the database fields for the selected visitor including
their photo and signature.

From the configuration tab you can select Detail columns to customize which fields you
want to make available here.

Also shown is the current status of the visitor in a colored status bar, for example above the
visitor is showing as currently checked-out.
For more info please see the Status Markers| ] section.

5.1.4 Actions Pane

[ACHons

£l

[~

Check-in

%,

Blacklist

Take
pwrin

Capture

agnature

| I
L=l
Lar
Frint
badge

= %In the Actions pane, located at the right side of the main interface, seven

different buttons can be shown.

Clicking New visitor will bring up the New visitor window so you can enter the
visitor details.

Clicking Check-in will directly check-in the selected visitor(s).

Clicking Check-out will directly check-out the selected visitor(s).

Clicking Blacklist will add the selected visitor(s) to the blacklist to prevent them
from being able to be checked in.

When clicking on the Take photo button, the camera that is selected will be
previewed in the PhotoExchange window. Configuration of the Photo
functionality is explained in the "Using Photos[ ! section of this Help file.

If you have the Standard edition or higher, the Capture signature button is show.
When clicking it will start the signature pad connected. In the "Use Signatures| )"

section of this Help file you can find out how to configure this functionality.

Clicking Print badge will print the visitor badge for the selected visitor(s).
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5.1.5 Status Markers

The current status of a visitor is shown in two places:

e By the colored circle next to their name in the visitors pane
e By the colored bar down the right hand side of the visitor details pane

These status markers show whether they are currently checked-in/checked-out, pre-

regestered for an event etc...
We have the following statuses:
Current Status

1 Checked-outand not pre-registered
2  Checked-inforan incidental visit
3 Checked-in for an incidental visit and expired

4  Checked-outand pre-registered, but not yet
allowed to check-in

5 Checked-out, pre-registered and allowed to
check-in

6  Checked-in fora pre-registered event

7  Checked-in for a pre-registered event and

Status Marker Status Bar
text

Green circle ouTt

Blue circle IN

Blue circle with blue EXPIRED

Cross

Orange circle PRE-
REGISTERED

Orange circle with green PRE-

spot REGISTERED

Orange circle with a bluelN

spot

Blue circle with orange EXPIRED

expired Cross

8  Blacklisted while still checked in (precedes over Blue circle with red cross BLACKLISTE
2,3and 6) D

9 Blacklisted and checked-out (precedes over 1, 4,Red circle BLACKLISTE
6and?7) D
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Visitors * i

Y~
ID First name Llastname Representing

$ 1 lames Butt Benton, lohn B Jr Ii

@ : losephine Daraky Chanay, Jeffrey A Esq

": 3 Art Venere  Chemel, James | Cpa

& 4 lennma Paprocki  Feltz Printing Service

@ o Donetie  Foller Printing Dimensions

& © Simona Morasca  Chapman, Ross E Esq

l T Mitsue Tollner Meriong Associates

! 8 Leota Dilliard  Commercial Press

@ 92 Sage Wieser Truhlar And Truhlar Attys

@ 10 Kns Marrier King, Christopher & Esg

@ 1L Minna Amigon  Dorl James ] Esg

@ 12 Abel Maclead Rangoni Of Florence

@ 13 kiey Caldarera Feiner Bros

@ 14 Graciela Ruta Buckley Miller & Wrnght

@ 15 Cammy  Albares  Rousseaux, Michael Esq

The idea is that the user easily recognizes that:

5.2

All visitors with green in their icon are ready to check-in
All visitors with blue in theiricon are in the building

All visitors with orange in their icon are pre-registered
All visitors with red in their icon are blacklisted

All visitors with a cross should leave the building

Home

W CardEwharge™ Yisitor Standard

&L

New  Maw
wsitor  Hem =

Hame Ciata Pheilos Sigratuses Bisamiatries Coorall gjLrathesh e Ausis]
o it visitor s : } Proregistered visitors i o @ '_J
I Delete visisor & (& bl Bd A |'I-—'
s Al Checdead- Blacklisted Chatk-in Blacklist  Prmt
SaViskor groups | wiklbers invistors  yisions badge
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5.21

From the Home tab of the Visitors view it is possible to carry out the most common
functions required in the use of CardExchange® Visitor.

In this section of the Help file we will go over all the functionality available like adding
visitors/events, using Filters, checking-in and checking-out, etc.

New visitor

O Cardexcharge™ yisitor Stardand
m Hame [t Phiios Sigratimes Bicsmairics CoorllgjLirathon Wiew A

[ + it visstor # : : Froregisternd wisitors .l @ N
Delete visis - (=} = Mt I'I .'.'I
x> te wisifor i

Mew | M : Chadead- Blacklisted Chack-in Blacklist Primt
waitor | em - | AS=Vidtorgroups Gibar inovistors  isitors . badge

-
X =
Cancel
e '
© [ustm of farth [ sgaivw we K Sewprmd e hoense g g F|
et i [ [ b
Lty
Biae
ZiF code
=1
[Chnapae) Crtatrnsd Scannes busmesz ot gl 51 [ F) [ Fingemnnt mage e o= " K
Titky [Chnshilty 2
Fisl nane i ; YIF YIFE
Lt e | Escwtregiing Escont requined
Fnprasenticg Eaart narvice
Phons rumbsr Elochbatud Blarkknlas
Bt mambe mainrsan Argal wtubus Fingamnel ismplais
Privane paos number Deasription Crawion deis
Mutile phons mimbes Badce-temglain 10 [ Meckicaiion cule
E-mul nddraes
Zar Car
Liveras plais
i Tile Frasame Lo name Tepaenieeg Peene nussers M. roember otensan - Prrvete phosa rumbee Mokl phons romber Eomal sddoss - Car - Loanie phite - Oate of brmy dddoses Ty - St - 28 cmdi . Counbey

Here you can enter all the details for the visitor, capture their photo, signature and
biometric image (Depending on your edition).

You can also populate the fields by clicking on Scan document[ ] and scanning the visitors
drivers license or passport.

The First name and Last name fields are required fields, the others are all optional.
You can then either click on Save, Save & check-in or Cancel.

© 2020 CardExchange Solutions, Inc.




138 CardExchange® Visitor Manual
W CardFxchange™ Wistor Standard
m Home Dals Prelos Signatures Biometrics Configuration Wi
..1 ["' o Edi visator n :\ } Preregisteved visitors
- 75 Defetz vigtor o ‘3
MNew  Neiw Al Checked- Blacklisted
vialioe e e ==Visitor groups  yislboes in vsiors  visiiors
1= B New visitor
'.:'E-s.ig-u; S Mew event - I : -\H;}[nrd!ulh-_
5.21.1 ID Scan

Assist

B
Check-in

r ‘l"l
b 1

Blacklist Pring

badge

Clicking on New item gives you the choice of creating a new visitor or a New event]zs]

N Mew visitor

| -
LEHX|S

Cancel Scan
document

You can populate the fields for a new visitor by clicking on Scan document and scanning

the visitors drivers license or passport.

" Corcfwchinnge™ Yisitor

Czcumznt optians

v Dtyer licance Fazzport ol Aute desect document

Jear | Progss Agtate : Calicrat= [ Sewe and Exgll
e R0 ppi
Fagion | Uniped Sexzes Counirg United Seares - Tale Alntans ! B deteid simbe
Scanred image Focz imags
Cigeuafure: anoe
Exlraciad data

Simply select the document options shown in red and the region options shown in blue,

then click on Scan.
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Once scanning is complete click on Process and the data will be extracted as shown above.
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Clicking on Save & Exit will create the new visitor and display the Visitor details pane where

you can add/edit any other information.
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5.2.2 Visitor Groups

¥ Edit groups T - (]

s Look-up columns

3 Refresh data x H x ,.'.: _ _ =
| 5 - = -
LI Find | Select all ' —s = Detail columns =

Delefe Save Cancel Select Column
. Find next wvisitors attributes
Y=l
I Mame
Name Group 1
2 'Group 1
Description Dema

Crmation date SI232018

Modification dete

Visitors

1D First name Last name Date of birth Address State City Country
1 Tad Torres 1/1/1980
3 HNadine  Williams

0 records loaded

Visitor groups can be created so that all visitors within that group can be managed
together.

When used with the Group filter from the Filters ] section, the status of all visitors within
that group can easily be seen in the main CardExchange® Visitor window without looking
up each visitor individually.

You can also check-in/check-out all visitors within that group as one action instead of
individually.

The simplest way of searching for an existing group to edit, is to use the group list that is
displayed at the left-hand side of the Visitor groups window. You can use the scroll bar to
scroll through the list to find the correct group and then select it by clicking. The group list
may be sorted in various ways and is not necessarily alphabetical. You must take this into
account when searching for a group.
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In the groups list you will see all of the groups that are available in the database. In the
Layout section of the ribbon you can set the Look-up columns that are displayed in the

group list.

Group Sorting

¥4 Edit groups
_ Refresh data
O Find [+ Select all

L Find next

i Y -
D] Mame
2 Group

The group list is a so called data grid showing all your available groups divided by
columns. Sorting the groups is just as simple as clicking on the column.

Group Look Up

© 2020 CardExchange Solutions, Inc.



Working With Visitors
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D Marme

2 Group 1

143

It is very simple to search for groups within the group list. Enter the text that you want to

search for in the text box directly above the columns.

Loaded Record Information

ID Mame
2 Group1

1 records loaded

In the footer of the group list the total amount of loaded records is shown.
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You will notice that this method becomes less attractive if the list is very long and that you
need a more directed manner of finding the correct data. Another option for finding
groups is to use the Find section of the ribbon as mention in the following section.

5.2.21 Find
% Edit groups - = o -
| w Refresh data FI x .“} = E=Look-up columns -
| £ Find ' &’ — == Detail columnz ~
] Save Cancel Select Calumn
M2 Find next visitors attributes
1=l @ 0
| M
il et Name Group 1
Description Demd
Creation date
Modification date
Visitors

1D First name Last name Date of birth Address State City Country

0 records loaded
In the Find section you can search for groups to easily find them. If you click on Find, you

enter a dialog window in which you can enter a combination of letters or digits to search
on (only alphanumeric characters).

¥ Find =

O
*

Find what: |

|- oK ‘ Cancel

If you then click OK, the first element from the list of names that contains the requested
combination is selected.
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5.2.2.2

If the first match is not the one you are looking for, you can search on the same
combination by clicking the Find next button. You can repeat this until you have found the
correct person.

The advantage of searching in this way is that the text you enter does not need to be at the
start of an element in the groups list. The search does not make a distinction between
uppercase and lowercase characters.

With this Find function, all elements in the groups list remain visible. Any restrictions to the
number of records that are displayed, which would normally apply as a result of what you
have entered in the text field, are overruled.

The find functions are also available from the keyboard. You can display the window Find
by simultaneously pressing the control key and the letter f. You can repeat the search as
often as is required to find the correct person by pressing the F3 function key.

Adding Visitor Groups

% Edit groups

| w Refresh data H X ."}q —i E=Llook-up columns -
| D Find ' ’ " s = Detail columns -
. Save Cancel Select Calumn
K Find next visitors attributes
) JEI
I Mame
Name Group 1
Description Demd
Creation date

Muodification date

Visitors

1D First name Last name Date of birth Address State City Country

0 records loaded
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To add a new group, simply click on the New button. You can now specify a name and
description for the group.

¥ Edit groups & = O ®

£ Refresh data H x .""}& — EELlook-up columns =
SO Find ' &E L

- HE= Detail columns -
Zave Cancel Select Column
wisiors attriputes

O Find next

Once you have done that you need to add some visitors to the group, to do this click on the
Select visitors button.

¥ Visitors s = ] b

v X

Accept Cancel
Visitors Selected Visitors

i ‘ Alissa Keller b 1 Tad Torres

@ ‘. MNadine Williams

1 records loaded 2 records |loaded

You can search fo visitors and then add or remove them from the group using the
Add/Remove buttons.

Once you are done you can click on Accept or Cancel and you will go back to the previous
window.
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W4 Edit groups T = ad x®
| T Refresh data - x H x .‘i ——  E=Look-up columns -
LD Find [ select all : ' [ —+  E=Detail columns =

o : Delete  Save Cancel  Select Column
A2, Find next visitors | attributes
|
l Yi~1l 2
|
0 | Mame MName Group 1
2 Group 1
Description Demo

Creation date SI232018 1

Meodification date |

Visitors

ID First mame Last name Date of hirth Address State City Country
1 Tad Taras 1711980
3 Nadine  Williams

0 records loaded

The last step is to click on Save to save the new group, you can also edit groups using the
same method above to add/remove visitors.
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5.2.2.3 Layout
¥ Edit groups ! = O X
{ > Refresh data H x @ == Look-up columns -
| O Find | ' =1 o = Detail columns =
| ) I le  Save Cance| Select Column
£ Find next visitors attributes
! ;
. Tl=ll g 0
1| Nue Name Group 1
Description Demd [
Creation dats 15
Maodification date [15]
Visitors
1D First name Last name Date of birth Address State City Country
0 records loaded
Under the Layout section of the ribbon it is possible to edit the column attributes, as well as
the look-up columns and detail columns that are displayed.
5.2.3 Edit

i % CardExchange™ Visitor Standard

m Home Duati Phates Sighaiires Blametries Configuratian Wiew AssHL

.1 + o Exiat wisibor Prevegistersd visitors ; rl_!

=y E . L=
7% Delee wisitor - @ e d :

Mew  New 2 Al Checied- Blackiisted Check-in Blackfist  Prnt

visibor  fre - = Vuitor growps | wielbors inovisitors  visitess. e badgs

In the Edit section you have options to Edit visitor| ), Delete visitor[+' and Visitor
groupsf 1.
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5.24 Filters

W CardExchange™ Vsizor Standard
“ Hame Data Phetes Signatures EBeaimetnos orfguiation rew Asiist

.:‘:: D £ Edit veioe # :\ : Fremgrbiend tan ‘ ll
5 7 Dalete visitor i v 2 Al events a = . Fs)

[ Mew  New i h Checked - Blacklisted Check-in | Blacklist  Print
WiEeE  ftem = = Wisthor groups | visiters invisiters  visiters Al grougs y s

The filters section allows you to filter the list of visitors that is shown in the visitors pane.
The following filters are available and can be used in combination with each other:

All visitors This is the default option and shows all visitors in the database
Checked-in visitors ~ Shows all visitors currently checked-in

Blacklisted visitors ~ Shows all visitors that have been flagged as blacklisted
Preregistered visitors When checked only Preregistered visitors will show

Events Select from the available events to only show those visitors (The
default is all events)
Groups Select from the available groups to only show those visitors (The

default is all groups)

5.2.5 Actions

| ™ CardBEchange™ Wisitor Business

Dlata Phesd s Canfiguration Wlgw Aszist

s Segratuires Binmatrcs
s & & U S 1L L un @ @
75 Delets visitor 2l v @ | All ruents = &l lzbbiss | et el il 4,

Checked- Slackister Check Biackist Assign Revoke  Frint  Vistor
w4 GHOE OFOURE Wertors, invismors - wisnars Al groups £ oLt barcode harcode badge  Info

The actions section allows

Check-in Clicking Check-in will directly check-in the selected visitor(s).
Check-out Clicking Check-out will directly check-out the selected visitor(s).
Blacklist Clicking Blacklist will add the selected visitor(s) to the blacklist to

prevent them from being able to be checked in.

Assign barcode Assign a personal barcode to the selected visitor, more information on
personal barcodes can be found here.

Revoke barcode  Revoke the personal barcode for the selected visitor.

Print badge Clicking Print badge will print the visitor badge for the selected
visitor(s).
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5.2.6

Visitor info Displays information for the selected visitor.

Using Personal Barcodes

Starting from the Standard edition of CardExchange ® Visitor, it is possible to assign a
personal barcode to a visitor which can be used as well as the Invitee barocde that is auto-
generated.

Using the invitee barcode you can only check in once for a planned event.
Using a personal barcode will allow you to check-in for a planned event if there is one
available at that time, and check-in incidentally otherwise.

The invitee barcode is generated automatically when creating the invitee, the personal
barcode needs to be assigned.

You can assign a personal barcode by clicking on the Assing barcode button in the ribbon
of the home tab.

% CardBEchange™ Yisitor Business

Fameg
XL

Phasoe '\_'u;J:'u-',| ires il

inmatiics
” B t=redd visdor &l by idh - i et i -
: } eregurt=red v = Allbuikdings 4+ T ( D | ” | { _J_.J” (D
al > @ Alleuents = Al lshbiss v | et L dis, |
-]

f_'r_'-\.ﬁg:...g:u}n oy Acsist

L L Checkend- Slacklister Chack Biackfst Ascign Ragvowe  Drint  Visior
wistar dem e = VEHOF QFOUPE  igttars: invistors - wisnars Al groupe out bzrende bercode bedge  Info
Clicking on assign barcode will give you the following options:
3 ways to assign a barcode... @ X
Scan Generate Use Column
Simply scan a barcode Select this option to Select a column to use as
now to assign it to the generate a random the barcode value.
selected person. barcode value. =
Title -
Current; None
Generate QK

You can scan an existing barcode to assign it to the selected visitor.
You can let CardExchange® Visitor generate a random value.
Or you can use the contents of an existing database column for the barcode value.
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Under advanced options you can control exactly is allowed. If incidental check-ins are not
allowed, the personal barcode will only work for planned events.

Both barcodes can be used in the same way.
That is, the system looks up both the Person and the Invitee table when confronted with a
bar code

Clicking on Revoke barcode will give you the option to revoke the barcode so that it cannot
be used any longer.

o CardExchange® Gateway x

This person's barcode has already expired or been revoked.
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5.2.7

Visitor info

™ Visitor info

Celeste Serrano

Title Incidental visit
Description

From 592077 T22:20 PM
Till

Checkin 592097 1:22:20 PM
Check out

Building Lobhbies Description

Building FRooms  Description

Bocument

Clicking on Visitor info displays information for the selected visitor regarding their visit.
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5.3

Data

% CardExchange ® Visitor Business

RN oo

B Sran search

Dhata Photos Signatires Biometrics Configuration

View

] » x % Purge visitor data =;E Sp Export visitors
| OFind FiRefreshdata A En Import images
e Edit Delete Impart _ -

B Find next [+ Select all visitor  wisitor visitors = Export images

Ascist

Viewing and Managing data from the database is very important, CardExchange® Visitor

offers many ways to look up data, enrich data, view data, etc.

In this section of the Help file we will go over all the functionality available like searching

for and editing visitors, etc.

5.3.1 Record Lookup
T LanE s ™ Vnoker bimerpeas @8 il i bt -
PR iome o P Sanatems  pomea . Gosligetion Ve
= Bran B o ?( B inpart skiors By Esport enages
SiFine Cliebenota | B By Eapeit viiton
- s Edii  Dedere
B andnme  [2] Telactail vl wnkn Bpmpart smagec
Witz =1 Wisitor detait Foachm =W
Y- i ] Eituad atkitens i b st b Al elalis 11:
o - Ve i ar
10 Leal sarma Pt ane Mpresansing - o o ; e
@1 [loen Tl ConiEsclings. | enrr
Licwram jinin Baciom-mmpisin I
! Felw Abma v ‘_
@ wikems  Hadne = s o Bich IR SgEmars i e
g — /{,— T
oy = _.'E._p_"'_'/?J-,;/__
" A | S P dy
Trm by 2P e
Firnl nume Tad oty @
Lt v Tarwes Dimavsbec Disacimd Femres fusness s Ll
Searesrong TomExnnengs =222
Prone rumirer BOE530-4 (00 WIF VIF
| Laie
# recely boded Fiome runoer mesmion Esersil vaquired Esémil rosirmsd Rt
"
Padgw preview =8| | Arvre phos mumter Sottwtiion /
st il Ndch e phara nurmaer Elaaklmliad Blarsialed Caphon
E sbznalire
e !
| I T Spat ilite Chhech-# s Cliecirinit dite Baidas-opertin Qi Deripin =g
—] Frist
= sl e
=
-

Visitors Euent | | Expdeint liatigin © | | Eund Liatles pisfund}

The simplest way of searching for the correct record is to use the Visitors pane[ ! that is
displayed at the left-hand side of the main window.

You can use the scroll bar to scroll through the list to find the correct record and then select
it by clicking.

The Visitors panel+ may be sorted in various ways and is not necessarily alphabetical. You
must take this into account when searching for a record.
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In the Visitors pane of CardExchange ® Visitor you see all the records presented that are
available in the database. In the configuration tab you can set the Look-up columns that are

displayed in the Visitors pane.

Record Sorting

Visitors

-u|

b e

D First name] Last name

Fepresenting

®: Alissa keller
. 1 Ted Torres
(@ 3 Nadine Williams

3 records loaded

CardExchange

The Visitors pane is a so called data grid showing all your available database records
divided by columns. Sorting the records is just as simple as clicking on the column.

Record Look Up
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Visitors i
Tor T -
| Lastname ID First name Representing
@ Torres 1 Tad CardExchange

1 records loaded

155

It is very simple to search for records inside the Visitors pane. Enter the text that you want

to search for in the text box directly above the columns.

Loaded Record Information

Visitors v

| 1¥i=|

Lastname 1D First name Representing
@ keller 2 Alissa
@ Torres 1 Tad CardExchange
@ williams 3 Madine

3 records loaded

In the footer of the Visitors pane the total amount of loaded records is shown.
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5.3.1.1

You will notice that this method becomes less attractive if the list is very long and that you
need a more directed manner of finding the correct data. The following alternative find
methods are available:

¢ Finding names using the Find section in the Data tab,
e Finding names using the Keyboard
e Finding names using the Database Filters

The first two methods will be explained in the following sections. For an explanation of the
database filters, please refer to the section Filters[ws] of this Help file.

Using Find

™ CardExchange™ Visitar Enterpnse (28 trial days lefi}

g Home Data Phaotag Signatures Bismetrice Configuration Wiaw Agsict

M Scan search P x En Import visitors = n Export images

- Edit  Delete -
L Find next [#] Select all S import images

wisitar  vigitor

In the Find section of the Data tab you can find the functionality Find. If you select this
option, you enter a dialog window in which you can enter a combination of letters or digits
to search on (only alphanumeric characters).

% Find = ] b

Find what:

[ (84 ‘ [ Cancel

If you then click OK, the first element from the list of names that contains the requested
combination is selected.

If the first match is not the one you are looking for, you can search on the same
combination by clicking the Find next button in the Find section of the Data tab. You can
repeat this until you have found the correct person.

The advantage of searching in this way is that the text you enter does not need to be at the
start of an element in the events pane. The search does not make a distinction between
uppercase and lowercase characters.

© 2020 CardExchange Solutions, Inc.



Working With Visitors| 157

With this Find function, all elements in the Visitors pane[ sl remain visible. Any restrictions
to the number of records that are displayed, which would normally apply as a result of what
you have entered in the text field, are overruled.

5.3.1.2 Using Keyboard

The find functions that have been discussed in the section Using Find[# are also available
from the keyboard. You can display the window Find by simultaneously pressing the
control key and the letter f. You can repeat the search as often as is required to find the
correct person by pressing the F3 function key.

5.3.1.3 Refresh Data

™ CardExchange™ Visitor Enferpnse (28 trial days lafi}

Q Hame Data Phatas Signatures Biometrics Configuration View Assist

2 scan search > Eqimport visitors EpExport images

Edit = Delete

M Find next  [¥] Sefect all visitar visitor | Sleimport images

It is possible that you cannot find the intended record because it has only just been entered
into the database. The details of the record in question have already been entered into the
database, but CardExchange ® Visitor has not yet, as it were, seen it. You can solve this
problem by selecting the Refresh data option in the Find section (or by pressing the F5
function key). CardExchange ® Visitor will retrieve the list of records from the database
again.

Doing this ensures that the most recent data for the record concerned is displayed.

5.3.1.4 Scan Search

™ CardExchange™ Visitor Enterpnse (28 trial days lefi)

Q Home Data Phatag Signatures Bismetrice Configuration Wiaw Agsict
n

B Scan search P x Enimport visitors B Export images
IS

O Find = Refresh data gl B Export visitors
2= i =lete
B Find next  [#] Selectall vigitor visitor | Swmyimport images

It is also possible to search for records by scanning their ID, simple click on Scan search and
present their ID to be scanned into the ID scanner.

If a match is found in the database their record will be selected in the Visitors pane and
their details displayed in the Visitor details pane, if not you will have the option to add the
visitor.
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o Canafurnnnge™ Yizieer =

Qocumen cphians

im0 Doy e figenze Faszport o] Auto getect document

Sear | Procee Agtate Calicrat= Bave and Bl

Re (RO N Gpi s

Sogisn | Uinited Sextes Cowinsry United States = hale Alntama ol it gt et stebe

Seanred imege Face imagz

Cignafune fase

Exlracied data

After clicking Scan search the ID scan dialog will show, simply confirm the Document
options highlighted in red and the region options highlighted in blue then click Scan.

W
Comzment onteme
& Ormerficeras (0 Pasport [o Auto detect document
Scamn I_ Process | Rotater I Calibmee | {Save g Fu it
Fegen apbons

Fegra Urted States. = Country: rvted States Sigbe Aizbama [ Bains dsterrstmens

Searned image fare mage

Scanming Progeacs

I

Carenl

S rature image

Exrazred dama

Once scanning has completed the dialog will close.
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If a match is found then the visitor will be selected in the Visitors pane and their details
shown in the Visitor details pane.

v Cardbechange™ Vistor - m} x

Reeard et fou rd, D pou went to <regte 8 now visitor

If no match is found then you will be asked if you want to create a new visitor.
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5.3.2

i
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Clicking yes will add the new visitor and select them in the Visitors pane.

agn .. v
Editing Visitor's
¥ CardExcharige™ Wisitor Enterprise (28 trial days teft)
ﬁ Home Data Photos Signatures Brometrics Configuration View Bssist
& Scan search o x Sqimport visitors S Expon images
,DFlrl-'i c Refreah cila i B Export veitors
= Edit | Dedets ¥
M Find next (o Select all wisitar | visitor Bnimport images

Visitor details can be edited in four steps:

e First select the visitor from the Visitors pane that you wish to edit.

e Then either click on Edit visitor from either the Data tab or the Home tab.

e Click on the field you want to edit and change it. Instead of using the mouse, you
can also use the Tab key to move through the desired fields. The buttons Save and
Cancel will be enabled as soon as you start typing.

e Click on the Save button to save the data into the database, or on the Cancel
button if you do not want that.
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5.3.3
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If you clicked on Edit visitor by accident, or you decided that a change was not required

you can simply click on the Back button.

Deleting Visitor's

¥ CardExcharige™ Wisitor Enterprise (28 trial days beft)

ﬁ Home Data Photos Signatures Brometrics Configuration Whew

Sk Scan search & x = Import visitors Sn Export images
DFind s Refresh data "T EnExport veiton

- Edit § Delete
A Find nert [ Select all visitor | visitor | Zalmport images

A database record can be deleted in three steps:

Assist

e First select the visitor from the Visitors pane that you wish to delete.
e Then either click on Delete visitor from either the Data tab or the Home tab.
e Say Yes to the question if you really want to delete the record. Say No if you do not

want that.
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534

5.3.5

¥ CardExchange™ Visitor " - O ®
The visitor could not be deleted, because he ar she is associated with one or
. more events as organizer or invitee.
1

£ &

DK

Visitors can only be deleted if they have not been checked-in, once they have been
checked-in or assigned to an event they cannot be deleted.

If you try to delete a visitor that has already been checked-in or assigned to an event you
will get the above message.

Purge Visitor's Data

" CardExchange ® Visitor Business
[r————
N~ Hamea Data Photos Signatures Biometrics Configuration View Assist
Sk Scan search o x *¥ Purge visitor data ==;1§ En Export visitors
i
P Find . Refresh data "— =p Import images
Edit  Delete Impart
£ Find next [ Select all visitar  visitor visitors -m Export images

Clicking on Purge visitor data will manually purge the personal information from all
selected visitors
Please note that this process cannot be undone.

Import or Export

W CardExehange © Visitar Business

“ Home [ata Phetos Signatures Biometrics Configuration View Assist

! FL Scan search » x ¥ Purge visitor data E’E Sip Export visitors
| 2 Find “ Y Refresh data - Splmport images
. i Edit Delete |mport
2 Find net [ Sefect all visitor  wlsitar visitors B Export images

CardExchange® Visitor offers the possibility to import and export visitors as well as images
such as photos/signatures.
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5.3.5.1 Importing Visitors

¥ import visitors " — I} s
File path  ChlisersyCralg BechelliDeskiophDeckiop! Mew folder\DataTolmport cay Salact file -

Group  Visitor Select | Hemowg |
Fields

5V header Mappad propaity Examgple Exampla Exampla Edit

|DMumber 12 001 Lhange

Tite Title Mt hange

Forname First name Tad Changs

Surnams Unmapped Tarres dap

Compary LUnmapped CardExchange Solstions Ma

Fhane Uinmapped G25-529-4994 Map

Mabile Unmapped D11-223-445 VeF

Emall E-mall addrecs sales@cardexchangesolutions.com “hange

CarReg lmapped s

Import Close

When clicking on Import visitors you will be prompted to select the location for the csv file
to be imported from, you also have the option to select one of the defined groups to

import the records into.

Once you have selected the file, any matching column headers found in the csv file will be
mapped to the corresponding fields in the database. You will also see examples from the
first entry in the csv file so you can make sure the data is matched to the correct columns.
Any column names that do not match those withing the CardExchange ® Visitor database
will show as unmapped, you can then click on map to choose the desired column to map

them to.
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™ Froperties = — | x

v X

+ ecept Cancel

i Properties Properties
{ Y- v -

£} D {4} Last name
{.} Photo
b Title

[
[} Initials | At )J

First name | = Remoue |

Middle name
| ‘Second last name

Representing

70 recards loaded 1 records loaded

Simply select the desired field from the database and click on add to map the csv column
to this field.

5.3.5.2 Importing Images

™ |mport images 4

Please select a folder to import images from.

ChUsersiPublic\Documents Select |

Column name Image type
¥l

] > Photo ¥ _lmport |

When clicking on Import images you can choose the location to import the images from.
You can choose the column name to use as the reference/name of the images and you can
choose the image type. Below are the images that can be imported:
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Photo
Signature
Fingerprint
Business Card
Driver's License

5.3.56.3 Exporting Visitors

% Export visitors x

Please select a location to save existing visitors to.

Chlsers\Publich DocumentshiblGataway Persons cev Calact

Export

When clicking on Export visitors you will be prompted to select the location for the csv file
to be saved, clicking on export will then export all of the records into the csv.

5.3.5.4 Exporting Images

™ Export images x.

Please select a folder to export images to.

CAUsersyPublicDoruments Select
Column name Image type
[#} = Phaota . Export

When clicking on Export images you can choose the location to export the images too,
images are exported in the jpg file format.

You can choose the column name to use as the reference/name of the images and you can
choose the image type. Below are the images available to export:
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5.4.1

Photo
Signature
Fingerprint
Business Card
Driver's License

Photos

¥ CardExchange™ Visttor Enterprise (30 trial days Feft)

u Home Data Photos Signatures Biometrics Configuration WView Assist

v Use image editor ey f_ . Edit photo 0. Copy photo

sk for confirrmation 1] = Export photo % Paste photo
Take |Import Fon

Use FaceFind ohoto phmﬂ #. Bemove photo :‘4 Croap 1o face

In this section of the help file you can find all the information of how to use photos with
CardExchange® Visitor.

Options

% CardExchange™ Vistor Enterprise (30 trial days eft)

m Home Data Photos Signaturas Biometrics Configuration WView Assist

v Use image editor = =, L Edit phato o Copy photo
) (%] ? i
Ask for confirmatian qaol 2 Expaort phofo  #f Paste photo
Take  Import 2
Use FaceFind ohoto phn!ﬂ *®. Remove pholo L-q Crop to face

Under the options section there are three options depending on your edition.

Use image editor Automatically display the image editor after
capturing the photo

Ask for confirmation Ask for confirmation before storing the captured
photo

Use FaceFind Use the FaceFind option automatically crop the photo

to the persons face

FaceFind is only available from the CardExchange® Visitor Standard edition.
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5.4.2 Take Photos

¥ CardExchange™ Vistor Enterprise (30 trial days feft)

ﬁ Home Data Photos Signatures Biometrics Configuration Wiew Assist

v Use image editor 'T— (= |Edit photo {1 Copy photo

Ask for confirmation z Export photo %7 Paste photo
Take  |impor

Usa FaceFind phote | phota #. | Remove phato ".a‘_{.r\up to face

When you have selected the correct record, you can add a photo of the person to the
database, or, if you want, replace the existing photo. This function is accessible in the
following ways.

e Click Take photo button in the photos tab of the ribbon,
¢ Click Take photo button in the Actions pane,
e Click on the Take photo icon when adding/editing a visitor.
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After you have taken the photo, you will enter the Image Editor window of CardExchange ®
Visitor, ImageExchange ®.
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Brighness D00
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Please see the Using Image Tools[ ! section of this Help file for more information about
using the ImageExchange® Image Editor.

If you click on the OK button, the photo will be automatically cropped and the Image
Editor will be closed. If a photo was already available in the database, CardExchange ®
Visitor asks whether you want to update it. If you click Cancel, the original photo will be
restored on the print preview. You can disable this option in the Photo tab by unchecking
the Use Image Editor check box.

5.4.2.1 PhotoExchange

When taking a photo the PhotoExchange window will be shown to handle the acquisition
of the image from the connected camera.

PhotoExchange is a separate utility where you can manage the connected camera, camera
settings and view a preview of the image to be captured.
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PhotoExchange - Pro - 10.0.0.2

] Preview

Freview Canon DirectShow FaceFind Devices

[ Cootre ]| Cones

Connected device: Integrated Camera

The Preview tabs shows a live preview from the selected camera.

169
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PhotoExchange - Pro - 10.0.0.2

Preview Canon DiectShow Fecefind  Devices

£ Preview Captire Cancel

Cennected device: Integrated Camera

If you are using a supported Canon camera then then some of, or all of the options under
the Canon tab will be available depending on the camera model.
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PhotoExchange - Pro - 10.0.0.2

Preview Canon UOirectSnow FaceFind Devices

Resolution: |640x 480 @ 30ps

Update

b Preview Capture Cancel

Connected device: Integrated Camera

The Direct Show tab shows the settings for any Direct Show device such as webcams
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PhatoExchange - Pra - 10.0.0.2

Preview Canon DwectShow Facefind Devices

‘ ] Use face mcognition

Image defaull zoom =

Image vedical position 40 |2

4

| Image honzontal position: 50 1S

Preview

Connected device: Integrated Camera

Capture

Under the FaceFind tab you can enable/disable automatic face recognition and cropping,
you can also change some settings relating to zoom and position.
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FhatoExchange - Pro - 10.0.0.2
Prewiew Canon DwectShow FaceFind Devices
+l- File

- TWAIN
Direct Shiow

Rafrash Generate EOSlogs [

Preview Capture Cancel

Cannected device: Integrated Camera

And under the Devices tab you can select the connected device.

5.4.3 Import Photos

¥ CardExchange™ Visttor Enterprise (30 trial days Feft)

m Haome Data Photos Signatures Biomatrics Configuration View Assist

v Use image editor = [ Edit phato o Copy photo

=

sk for confirmation 1\ Expaort photo i Paste photo
Take | Import

Use FaceFind phato | phota # | Remove phato L'q'Cruiu 1o face

173

It is possible that you do not want to take a photo of someone because you already have
his/her photo. If this photo is in one of the usual formats (bitmap, jpeg, png, etc.), you can
use the Import photo function indicated to import it and store it for the selected record in

CardExchange® Visitor.
This function is accessible in the following ways.

e Click Import photo button in the photos tab of the ribbon,
e Click on the Import photo icon when adding/editing a visitor.
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If you click Import photo, you enter a dialog window that allows you to select the photo
file.

&% Open

Lo w i * Public » Public Documents » VisitorEschange » Data * Photos » U search Photos 2

£

Organize - Maw folder

& OneDrive

& OneDrve - CardExchange Solutions

B charePaoint '

2jpg 3dpg
6jpa

m Desktop
¢ Documents

4 Downinads

b Music

8 This PC 1ipg
5ipg

& Pictures
B videas
£ Windows () N .

Image files {*.bmp, * jpg, *emf, =

File mame:

© 2020 CardExchange Solutions, Inc.



Working With Visitors

175

If you have found and selected the file, click Open and the photo will be displayed in the
Image Editor[ ) window. Here you can crop the photo to the right size and perform any

other editing operations.

5.4.4 Edit Photos

¥ CardExchange™ Visttor Enterprise (30 trial days Feft)

ﬁ Hame Data Photas Signatures Biometrics Configuration

Expart photo %5 Paste photo

v Use image editor =

Ask for-confirmation 3 I
Take Import
Usa FaceFind photo phota ® Remove photo ﬂimp o face

View Assist

Photos that were taken earlier can be edited using Image Editor. This function is accessible

in the following ways.

e Click Edit photo button under the photos tab of the ribbon,
e Click on the Edit photo icon when adding/editing a visitor.
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After clicking on edit image you will enter the Image Editor window of CardExchange ®

Visitor, ImageExchange ®.
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oK | cancel
Please see the Using Image Tools[ ! section of this Help file for more information about
using the ImageExchange® Image Editor.
If you click on the OK button, the photo will be automatically cropped and the Image
Editor will be closed. If a photo was already available in the database, CardExchange ®
Visitor asks whether you want to update it. If you click Cancel, the original photo will be
restored on the print preview. You can disable this option in the Photo tab by unchecking
the Use Image Editor check box.
545 ExportPhotos

¥ CardExchange™ Vistor Enterprise (30 trial days feft)

“ Hame Data Photos Signatures Biometrics Configuration Wiew Assist

v Use image editor i Edit phato A Copy photo

Ak for confirmation aL= s [ Export photo | i/ Paste photo
Take  Impor ke
Usa FaceFind photo phota & Remove phato Ef_(_rup to face

The opposite to import photo is also possible. You can export an existing photo from the
database to a file. To do this, click the Export photo button indicated in the Actions

© 2020 CardExchange Solutions, Inc.



Working With Visitors| 177

section. Once more a dialog window will be displayed in which you can specify the name
and location of the file that must contain the photo.

W Save As *
1 Public » Public Documents * CardExchange * Data » Pholos v W Search Phatos 2

Organize - New folder - ﬂ

B sharePaint

| This PC

m Deskiop

Documents - : -

Ijpg 4ipg 5 - Copyjpy
+ Downloads
b Music
= Pichuires
B Videos

L Windows ()

5.Jpg

= Devalopmaent vy ¥
Filsa paime: |

Save as type: Jpeg images {*.jpa)

» Hide Folders | Save | Cancel

You can choose the following supported file formats: Bitmap, jpg, emf, gif, png, and tiff.

Click on Save and the photo is exported to the selected location.

54.6 Remove Photos

™ CardExchange™ Visttor Enterprise (20 trial days feft)

m Hame Data Photos Signatures Biometncs Configuration Wiew Assist
v LU=e |.-r1.1g::td|lm '"T--"-'." __ [# Edit phato i Copy photo

Ask for confirmation AL=Uj: LS Export photo 7 Paste photo
Take  Import

Usa FaceFind photo  phata =/ Remove phate HCI‘DEI ta face

Photos can be removed from the database by clicking the Remove photo button from the
Actions section indicated. The user will be asked to confirm the remove operation with the
following question.

This function is also accessible by clicking on the Remove photo icon when adding/editing
a visitor.
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W CardExchange™ Visitar % = O *

Do you want to remove the photo from the database?

| Yes Na

When you click Yes, the photo will be removed from the database.

5.4.7 Copy and Paste

™ CardExchange™ Visitor Enterprise (20 trial days Feft)

“ Home Data Photos Signatures Biometrics Configuration Wiew Assist

v Use image editor A

T— = Edit phaoto o Copy photo
- Expart photo | £/ Paste photo

Ask for confirmation

Take  Impor
Use FaceFind phote photo ®:/Remave pheto 1] Crop to face

The Actions - Copy photo option allows you to copy the photo displayed to the photo
clipboard of CardExchange® Visitor. You can then choose another record and, by using the
Paste photo option, link the photo on the clipboard to the selected record.

This function can be handy if the same record must be entered under a different name or
company in the database. You do not need to take a new photo. As long as you do not
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copy another photo and do not shut down CardExchange ® Visitor, the copied photo will
remain on the clipboard.

5.4.8 Using Image Editor

¥& |mageExchange — [ =

w Home LT}
e 6 (4 ra o fa

Left  Right Crop Black and Reset
white

Brighness 0.00
Contrast: D00
oK | Cancel

CardExchange ® Visitor offers for all editions an Image Editor tool, ImageExchange®. The
ImageExchange ® tool offers some interesting functionality to help you upscale your
photos or images.

When you take a photo or capture a signature and the Use Image Editor option is
checked, this ImageExchange® tool will open. It also opens if you click on the Edit photo

button.

ImageExchange ® has functionality available via the File menu and the ribbon.

The File Menu
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B |magebxchange ™ 3 O 5
T S I ﬁ'
l__r_‘f Load
l..‘ Save
—4
Exit

Brighness: 0.00
Contrast: 0.00
|. OK ‘ ‘ Cancel ‘

When you take a photo, capture a signature, etc., the image will be automatically be show
in the ImageExchange® tool. It is also possible to Load another image via the Load
function in the File menu.

When the image is edited and you click on OK, the image will be saved automatically. If
you want to store the image to another location just click on Save and select the
destination in the File Explorer and click on Save.

Exit just closes the ImageExchange ® tool without saving and works as the Cancel button.

Overview of the Ribbon

O
W

I |magekxchange —

ﬁ Home '@'

Left  Right Crop Blackand U Reset
white
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When the image is loaded, you can apply some standard functionality to it. If the image
needs to be rotated, just click on the Left or Right buttons in the Rotation section.

You can also crop the loaded image when you have adjusted the size.

I8 |magekbxchange " = O ><

Home L
Qe o fa o M@

Left  Right Crop Blackand linc Reszet
white

Enighness: 0.00
Contrast: g.0a
| QK | | Cancel l

When you move the rectangle to required size, and you click on Crop, the image will be
cropped according to the settings made.

When you click on the Black and white button, the whole image is converted to Black and
White and of course you can undo all your settings by clicking on the Undo button or click

on Reset to go back to the original loaded image.

Brightness and Contrast
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8 ImageExchange - - m| ¥
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'y Home o
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Left  Right Crop Blackand | Reset
white

Brighness; 013

Contrast: 012

I_OEJJ Cancel |

Move the sliders indicated to change the Brightness and/or Contrast of the loaded image.

Click on OK to store the image or click on Cancel.

5.5 Signatures

¥ CardExchange™ Visitor Enterprise (39 trial days lef)

ﬁ Howe [ata Platos Signatures Biometrics Configuration Views Assist
I & bse image editor /I;;;' [{*ﬁ  Edit signature L Copy asgnature

ask for confirmation 2
Capture  Impaort J .
signature sigrature @k Remove signature

#4 Export sighature f) Piste signature

IMPORTANT! Signatures are supported starting from Standard and higher editions!

In this section of the help file you can find all the information of how to use signatures with
CardExchange® Visitor.
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5.5.1

Capture Signatures

¥ CardExchange™ Visitar Entarprise (30 trial days left)

=
| B ome Do
é ¥ Useimage editor
y

Phtas Signatures Bicmetnics Configuration View Ausist

/;,:} /’% » Edit signature # Copy signature

ask for confirmation § Export slghature

£ Paste signatire
Capture | Import -

siggriature | sigratuse

Sigriature

options % Remove signature

When you have selected the correct record, you can add a signature of the person to the
database, or, if you want, replace the existing signature. This function is accessible in the
following ways.

e Click Capture signature button in the ribbon as indicated,
e Click Capture signature button in the actions pane,
e Click on the Capture signature icon when adding/editing a visitor.
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After you have captured the signature , you will enter the Image Editor window of
CardExchange® Visitor, ImageExchange®.
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Please see the Using Image Tools[ ) section of this Help file for more information about
using this ImageExchange ® Image Editor.

If you click on the OK button, the signature will be automatically cropped and the Image
Editor will be closed. If a signature was already available in the database, CardExchange®
Visitor asks whether you want to update it. If you click Cancel, the original signature will be
restored on the print preview. You can disable this option in the Signature tab by
unchecking the Use Image Editor check box.

5.5.2 Edit Signatures

W CardExchange™ Visitor Entarprise (30 trial days lef)

m o [ata Plaanos Signatures Biametrics Comfiguration View Assisl

y t% + Liseimage editor /;-4;-' /"? o Edit signature # Copy sqgnature
ok dAsk for confirmation e A { Expart sighatuire ¢ Paste signature
Sigriature Capture  Imporl 0 i -
optaans sigature signature & Remeve signature

Signatures that were captured earlier can be edited using Image Editor. This function is
accessible in the following ways.
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e Click Edit signature button in the ribbon as indicated,
e Click on the Edit signature icon when adding/editing a visitor.
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After clicking on Edit signature, you will enter the Image Editor window of CardExchange ®
Visitor, ImageExchange ®.
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Please see the Using Image Tools[! section of this Help file for more information about
using the ImageExchange® Image Editor.

If you click on the OK button, the signature will be automatically cropped and the Image
Editor will be closed. If a signature was already available in the database, CardExchange ®
Visitor asks whether you want to update it. If you click Cancel, the original signature will be
restored on the print preview. You can disable this option in the Signature tab by
unchecking the Use Image Editor check box.

5.5.3 Copy and Paste

™ CardExchange™ Visitor Entarprise (30 trial days left)

“ Home [ata Phatos Signatures Biometrics Configuration Views Assist

t‘,: ¥ Useimage editor /:/-;;" /ng S Edit signatare £ Copy sxnature
| 2 Ask for confirmation e i } Export slgnature ) Paste signature
Sigriature Capture  Import r s

optians signature signature @k Remove signature

The Actions - Copy signature option allows you to copy the signature displayed to the
signature clipboard of CardExchange® Visitor. You can then choose another record and, by
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using the Paste signature option, link the signature on the clipboard to the selected
record.

This function can be handy if the same record must be entered under a different name or
company in the database. You do not need to capture a new signature. As long as you do
not copy another signature and do not shut down CardExchange ® Visitor, the copied
signature will remain on the clipboard.

5.5.4 Import Signatures

¥ CardExi I|.|||c_:|;,l"’ Wisitor Entargrise (30 trial cays left)
m o [ata Phatas Signatures Biometrnics Configuration Wiew Assist
1 + Lise image editor s E 7 L Edit signaturs & Copy sqnature
S e P 9
L 5% sk for confirmation . & T. L Export signature  Paste signature
Sigriature Capture | Import -
options sigrigture | signature | o Remove signature

It is possible that you do not want to capture a signature of someone because you already
have his/her signature. If this signature is in one of the usual formats (bitmap, jpeg, png,
etc.), you can use the Import signature function indicated to import it and store it for the
selected record in CardExchange® Visitor.

This function is accessible in the following ways.

e Click Import signature button in the photos tab of the ribbon,
e Click on the Import signature icon when adding/editing a visitor.
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If you click Import signature, you enter a dialog window that allows you to select the

signature file.

¥ Open X

<+ = Public Documents » VisitorExchange * Data * Signatures « B Search Signatures e

Organize = Mew folder =- 1 @
& OneDrive 4

& OneDrive - CardExchange Solutions

B sharepaint

W This PC

m Desktop
Documents

4+ Dowrnloads
& Music
« Pictures
8 Videns

£ Windows ()

File name: !|

,| [Image files (*.bimp, “jpg, “emif, ~

Cancel
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If you have found and selected the file, click Open and the signature will be displayed in
the Image Editor{ =l window. Here you can crop the signature to the right size and perform
any other editing operations.

5.5.5 Export Signatures

¥ CardExc hange™ Visitar Entargsrise {30 trial days lafi)

w o [ata Phstas Signaturas Bigimetrics Configuration Wiew Bgsist
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optinns signature  signatuze & Remeve signature

The opposite to import signature is also possible. You can export an existing signature from
the database to a file. To do this, click the Export signature button indicated in the
Actions section. Once more a dialog window will be displayed in which you can specify the
name and location of the file that must contain the signature.

™ Save As e

o

1, Public Docurments » VisitorExchange * Data * Signatures » U

Organize = Mew falder - ﬂ

r

E SharePoint
% This PC '.*-,-" A

m= Deskiop 1jpg

Documents

4 Downinads

B Music

& Pictures

W Videos |
2 Windows [C)

= Devalopmant A\

File name: |

Save as type: peq images {*jpg)

# Hide Folders | Save | Cancel

You can choose between two supported file formats: Bitmap, jpg, emf, gif, png, and tiff.

Click on Save and the signature is exported to the selected location.
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5.5.6

Remove Signatures

¥ CardExchange™ Visitar Entarprise (30 trial days left)

=
| R Home Data Phatos Signatures Biometrics  Configuration Vigw Assist

Fe | o LisEd b # e g T . { , LI
é se image editor /:/}' -’-:‘i - Edit signature S Copy sgnature

Fey

Ask for confirmation 1 Export sighature - Paste signature

Sigriature Capture  Impaort -
options sigriature sigrature | <& Remove signature

Signatures can be removed from the database by clicking the Remove signature button
from the Actions section indicated . The user will be asked to confirm the remove
operation with the following question.

This function is also accessible by clicking on the Remove signature icon when
adding/editing a visitor.

W Carlnchance™ Visior Livanmie (0 ki oy bl

ﬂ Heme Ouim  Fhntm igrerturay frnermr: Comhgination e Ampwt | B o

CFAm N Gadvail daf —i
Js =] ' sk peete Bah scm
Cifira mesr [ Grlest 0 it 1A
ViR = 0| sime desane = o =-a
o i E-mad sddran, soiesluaiigachangmeauion Ay 3dhs a‘t'
£ bl i | Ll fnihic Majiisnariing _— o . Dsiotriin e
L = i o
R Tues CanlEactimyz whilay
@i Aime i Licsrs i Barge-imzials © ] 1
@1 s T Olntw e keris InivaEn ."|':| Tgnahus X [}
Adna - vk
Chy o
i,
0 &
£l TP eode
Fiowl ywrs Tad Euriry
L e Termy Omaniec | Dratied Scarnad mrewcind (g ) |F R g Backin
Fopresanting CareERan g Dby =1
P bl OSAINAHE WP e "
1 b
3 Pooeds foaded Frnnerumie wilensin it scied Egoon seqaknd it
Eatys provan = 3! Poaminphors number Escal airae e
- oinla hore numier Bl ot | Enpwiriintncl Coprivem
q\ i griaduin
ST
- 0 Ttk St deie Checkin date Chechwul date  Badge expiration dale - Deseoyition "-—-J
rirk
I e
Visitars: Events: Assst Expirat bages 0 | | Evscustion repert |
™ et et b
% CardExchange™ Vistor | *

Do you want to remove the signature from the database?

l Yes ] MNo ]

When you click Yes, the signature will be removed from the database.
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5.6 Biometrics

I_W‘ Cardbxchange'® Vistor Business (Small Business Sanver)

m Home Data Photos Slgnatures Blometrics Configuration Wiew Asslsg

e Ask far confirmation ) = Femove biometric
I'|:-'|7
| Biometric Enrol Biometric
options biometric  seaich

IMPORTANT! Biometrics are supported starting from Business and higher editions!

In this section of the help file you can find all the information of how to use Biometrics with
CardExchange® Visitor.

5.6.1 Biometric options

had

¥ Biometric options

Devices

(® Digital persona

) Topaz devices

QK | Cancel

In the Biometric options you can choose either Digital Persona or Topaz devices depending
on the hardware you have.
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5.6.2 Enroll Biometric

%% Enroll biometric *

Place a finger on the reade

oK || Cancel |

When clicking on enroll Biometric you will be prompted to place finger on the reader, once
scanned you can click on ok to proceed.

5.6.3 Biometric Search

¥ Enroll biometric b

Place a finger on the reads

ok | | Cancel
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When clicking on Biometric search you will be prompted to place finger on the reader,
after a successful read it will attempt to look up the matching record from the database. If
sound the record will be displayed.

LT ST RN - o -\
BEl = o= ren g boewem Cemema e bmm
I A Or saThrm - . l fpres e
trzmun R
s
W = Wit doharin = At ' |
Ti= B ol e AT i el £‘
S o - —
Pl il PHE ANYPLE B [y
81 W DOCUkN - e I
Caty BAT U 1} Mir. Ty #
L

o S SIR—
Tesarsal Crrmed
[SIe— iy [T Sy a- @
[pa— DO
et B [ E . I
Famrre—y -
Gty T80 ke
[ - ) rey
Emckiwey Pt} Scanowd drew's icmm
Sttt mtarea = T 2
"__ - T
- n atew
e -4 |
- — S e Presi
fwige
= = B
i)
e P ‘
o
D Thha . Siwes chsbe. Chesrieim iinie _ Dipeii-cat desie© Baigesas vir Tamcrplie Ranose

Eupiress bages 0 | | fvngsion wpart |

If no matching record is found the below message is shown, you can then proceed to enroll
the new visitor if you wish using the enroll biometric option.

| = VisitorExchange X

Recond not found.

@

oK

5.6.4 Remove Biometric

W Cardbxchange & Wisitor A

Do wou want to remove the biometric data fram the databases

Yes Nao
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5.7

5.71

If required, you can also remove the stored biometric template from the database.

Configuration

™ CardExchange™ Visitor Standard

m Home Data Phaotos SignatLires Configuration Wiew Hishist

i

=1 8 & EENew card }'-_-"- Lack-up coburmng =
my . )
|', T — e i i -
T & Sefect card - Detail columns = Enable loging feature
Adwanced Card Column i
options decigner &= Remave card attribates | Ecdit rJ':ip-dliv.ll: el e

Under the configuration tab you can set some advanced options, create/edit the visitor
badge design, change settings for the database columns and setup authorizations.

Advanced Options

W CardExchange™ Yistor Sardard
u Heirse Duats Fhistos Sighatures Biomatrics Canfiguratan Wiew AsEt
[ Y i3 == Meaw rard [ = = | Lisok-up columm =
& &2 Select card ‘ Detadl calumrs = 4 Erwbile logins feature
Sefwarited Card Cedurn
options designer  Rafemove cand | sfeniutes

Clicking on Advanced Options will show a window where you can changes some advanced
settings of CardExchange® Visitor.
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™ Advanced options

Srreering

Mok = Genersl

Hhask - Azzistants

Erable autzeratic checkours

| Ehow senice-center amars

[ K

[ 1 Bhoree @ wisiter’s sdditional needsat chec-in
Brind btz

Confirm ireidental check-ins for
Coamy

Regoire badge-eepirrtion dates fior

cizdental cherk-irs 3

Coetail -editor width (el

Inwilee lustory (daysl

Delaudt event-sizri-date nisrval (mimdes)
Demfont sy mrtmmrpde dote rteryal Jroomufes |

Defandt =arycheckn-date interad [menutes)

Deefaudr badge-sepimtion- dete imtenad fininaees) 3

Cefault @yent crganizer

Update-tmer intervel [Secandsl

Shcwwr prnd posnew
Altwolors

AH vt
Preregsbeied yisibors

200

A Venens

jrgam;:r

In the Advanced Options window you can set the requirements for each separate discipline
of the application, just simply select the tab and change the settings. In this section we

explain what the settings are for and how to configure them.
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5.7.1.1 General

Ganesl

-------------

Livgarioe

| O | Camral

General options

Detail-editor Set the length of your text boxes, drop down menus, etc., in all the

width (pixels) windows that can edit and contain person information.

Update-timer The time interval in seconds that determines how often changes made by
interval others are uploaded to the current installation. By default this is 300.
(seconds)

Show service- This is a debug setting when no content is shown inside the Assist portal.
center errors  Standard this is disabled and has no influence on the main application.

Printer options

Print behavior This applies to printing reports. You can select here if you want to show a
preview of the report first, directly open the print dialog, or send the report
directly to the last selected printer.

Event options

Default event- Determines how many minutes after the current time should the event start.
start-date By default this is 0.

interval

(minutes)
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Default event- Determines how many minutes after the start time time should the event
end-date end. By default this is 60.

interval

(minutes)

Default early- The default number of minutes before the start date occurs, that users are
check in-date allowed to check-in for an event. By default this is 30.

interval

(minutes)

Default badge- The default number of minutes after the end date occurs, that the badges
expiration-datewill expire. By default this is 30.

interval

(minutes)

Default event Select the default event organizer for new events.

organizer

Confirm Here you can select if you want to have a confirmation before check-in, or
incidental not, and if so, for who.

check-ins for

Deny incidentalHere you can select what type of visitor is denied to check-in, when you

check-ins to  select all preregistered visitors, they can only check in to the preregistered
event and not as an individual visitor.

Require badge-Badge expiration notices are handy to keep track of who is overstaying in

expiration your premisses. You can select here who will receive a badge expiration
dates for date.

Enable When selected and closing the application, a window will be shown with
automatic the current checked in visitors so they can be checked out.

checkouts

Enable event If checked you will be able to select an event to add a visitor to during the
selection at check-in process.
check-in time

Visitor options

Invitee history Enter the amount of days you want to the history of a visitor. By default 7
(days) days is shown.

History purge Determines the number of days to retain a visitors personal information.
(days) (Default = -1, retain the visitors details indefinately)

Show a Some visitors have special needs like disabilities, VIP, or need to be
visitor's escorted, when incidental check-in's are done, it can be handy to know this
additional before checking in. When this option is checked, the needs will be shown in
needs at check the check-in confirmation window.

in

Biometric options
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Biometric
automatic
search
Biometric
automatic
check-in
Biometric
automatic
check-out

When checked, the database will automatically be searched for a matching
record when a visitor places their finger on the Biometric reader.

When checked, the database will automatically be searched for a matching
record when a visitor places their finger on the Biometric reader, if a match
is found they will then be automatically checked-in.

When checked, the database will automatically be searched for a matching
record when a visitor places their finger on the Biometric reader, if a
checked-in match is found they will then be automatically checked-out.
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5.7.1.2 Lobbies

™ Advanced optians

Ceraral

Limcation nptions
Lodibes
Deumeants
Srrecring
E-rra

Filker g ghions
Kok - Genersl

(257 Sond EisckRoad | Budding
Suite | tomy

= Do rot apply 5y filter an bullaings or lobbies st sarr-ug

Ky« iz shnts Filter an oy il ding 3t star-up

Filter an wy [okhy at start-up

Check-n option:

B Alow checkeme: for any building snd lobby

- Only slloer checkeins for g bulding

- Only allow check-ine for g (obby

Location options:
My building

My lobby

Filter options:

Do not apply any filter on
buildings or lobbies at start-up
Filter on my building at start-up

Filter on my lobby at start-up

Check-in options:

2K ] Cancel

Here you can select the name of the building that the
current installation is in

Here you can select the name of the lobby that the
current installation is in

Select this option to show all visitors/events at start-up
(Default)

Enable the building filter at start-up to only show
visitors/events for the current building

Enable the lobby filter at start-up to only show
visitors/events for the current building
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Allow check-ins for any building  Select this option to allow check-ins for all

and lobby visitors/events (Default)
Only allow check-ins for my Allow only check-ins for the current building
building

Only allow check-ins for my lobby Allow only check-ins for the current lobby

5.7.1.3 Documents

™ A

Gereral
Checl- m doourmert optons
Lebioes _—
| Daumant privtng allows condinuation of chack-n
Hecuments =
o igw sagned doourments after completing checkein
Srreering
E-1al
POF ophons
Mok = Genersl
Dt urmvnt Jpert Pascwepnd |7 Change
Ktk - dszistants
Cwiner Password (7 Change

% Change pasvwnd Y
Document Cper Password
Current idNddEAsnS

LY sEsEsmmsss BmE

Fetype n2y |sesaseesnsmmd

Save Camced
K ] Cancel
Check-in document options
Document printing allows When checked, printing of the document to be physically
continuation of check-in signed will allow the check-in process to continue
View signed documents after When checked, documents signed digitally will be shown
completing check-in after completing check-in

PDF options
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Each document is saved as an encrypted PDF. When attempting to open one of these

documents, a prompt is shown asking for a password to be entered.

Two types of passwords can be entered: Document Open Password or Owner Password.

Depending on which is entered, different permissions are granted.

Owner password: All permissions (modifying, copying, standard and high-resolution

printing, content accessibility) [default: “owner”]
Document Open Password: No permissions [default: “password”]

Here you can change the default password for both options.

5.7.1.4 Screening

™ Advanced options

Germral
Serean Suring
Lobines
| Chack-m
Decumants

E-m3l
Motk = Genersl

Kk - dszistants

[ Adding invitees Lo svenic
Screening [ Regiiration

Soimerdng eteryal

SoreanEng EXpiran an inte el jdays

CardExchange ® Visitor Business Edition is offering visitor screening via criminal and sex
offender database systems of Amber Road and MK Data Services. CardExchange Solutions

does not provide subscriptions for these screening services.

To use these services, a separate subscription will have to be purchased from these

companies. For all available services we offer direct links to their websites.
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5.7.1.5

When you are using visitor screening with the Business edition, and you have obtained a
subscription for these services, you can define in this window how the services apply to your
situation. As default, the screening will always be done before check in.

You can set the screening during check in, when you add invitees to an event, or when you
register an new visitor.

You can also specify how long the screening result will be valid for, by default this is 30
days but you can set this to your desired interval or you can set it to 0 to screen the visitors
every time.

Reports
W% uanced mpkons ” = ] X
Sonaral
Custom repart opfisns
Liibbag
= Custom reparts folder T4 Users\Punlich Documerte\VisitorExchangebAeports Borgrarse
Drocuments
Enabliafdisahle eistom ssparts
sCreemEng
Rafisrts
E-rreail
KIDSK - Geararal
KADSK = Begictapts

QK Carcel

CardExchange ® Visitor Business Edition offers the possibility to use custom reports.
These reports must be designed by CardExchange Solutions and you can contact our sales
department to inquire regarding pricing.
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Once you have received your custom report file you will need to copy it into the custom
reports folder defined in the above window.

¥4 Enablejdisable custom reports w = L1 e

X %X 0O

Cancel 1 Browce

Disabled reports Enabled reporis

0 records loaded 0 racords loaded

Clicking on the enable/disable custom reports button will then show the above window
where you can add the reports that you want to be available under the reports section.
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5.7.1.6

Email

W A duanced aptions

| | Gengral
[F T
Documens
Ceremning

| Repors

| E-frll

KHOEK - General

KIDEK = Assictants

Notwtication aptions

o Enabia oomail notifications

Emall coanection options
SMTF - tarver name

SHATP peet

SWTP jisee maim e

SMTF passward

Sericder amall addrass

Email mazesga apfinn

Massages Emaif subject
Email mesesqa
Guest -,
Tt
Hosl

Eeaciation rapart

Blachiist

carnmrhange selitoas

ag Erable S5[/TLE
- rephyEcn rilescha ngesolut e
FEREEREEY

no-realyiicardeschangs solutions

Camituchanne® Vistor Check-in miomation
Edirt

0K Caricel

CardExchange® Visitor Business Edition is offering email notifications to each Invitee of an
event when the event is created, also an email notification is sent to the host of the event
each time an invitee checks in to that event.

Evacuation reports can also be emailed if required and there is an option to use a call for
help button when a blacklisted visitor tries to check in.

In this section you can enable email notifications, specify the SMTP server settings and
customize the messages that are sent for each option.
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5.7.1.6.1 Guest Notification Email

W Advanoed aptions

Garreal
Lobhies

| Dooaments
Soréening
Repmaits
E-rril

KICEK - Ganaral

KICAK - Assistants

Natification cptions

of | Erable g mall robifcations

Emaill coann ectian opticng
SRTF server name

SMITF port

EMTP Liser ppe

SMTP passwond

Sender el sddress

Emalf message options

Messages Erviall subject

Ermaif messegz

uest

Texst
Hin=t )

Fyaciiation regort

cardeschange solitions

25 Enable 53LTLS
no-reglyieardeerhanage salut ioms
e T Ty

no-reglpi@casrdeschange solutions

CardEuwchange® Viiltor Check i |nformation

Edit

ok | [ e

Here you can change the email subject for the confirmation emails that are sent to visitors
when they are pre-registered for events.

You can also send a test email to the specified sender as well as edit the message. An
overview of the email editor can be found herel o)
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5.7.1.6.1.1 Edit Guest Message

¥ Edit guest message o —_ O e
W:‘i-__ Home
D o i Sego= U i “IB|%|| Fi=iE= [l Bareade
Y D
Pasia h B 1 U = === Irvsert
field =

\Check—in info

Dear [RedplentName]
You can find below the infermation 1o be used at the reception deck or kiosk,

For addtional infermation, please contact the reception desk

Save | [ Cancel

When editing the email message you are presented with the above screen, you can type
text directly into the editor and format it using the options in the ribbon.

% Edit guest message
[ —hs=  Home
m a5 G Seqoe Ul v vl o IR 2 == E [IF arcode
[ e — (+)
Pasta Bl u === = Insert
tield =

Under the Clipboard section you can paste in text copied from elsewhere, you can also cut
and copy text.
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W Edit guest message

I-:“ Home
EI ¥, Cut Seqgoe Ul - w | | - = === E || Barcode
gl LR B i f e [t ﬂ
Paste = I G _-= ==

Irsert
field =

Under the Font section you can set the desired font, size and style.

W Edit guest message

I-:H Home
D ¥, Cut Segoe LI - w | | - =l = = E | Barcode
L Oy . - ﬂ
Paste B I 1 = = ==

Insert
field =

Under the Paragraph section you can change the formatting/alignment for the selected

text.
W Edit guest message
I-:“ Home
EI ¥, Cut Seqgoe Ul - w | | - = === E || Barcode
Lag O O i e | ﬂ
Paste B I 1 = === Insert
field =

Under the Insert section you can add a Barcode to the email as well as fields that are linked
to the database.
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¥ Eclit guest message " . || W
Ijl ok Cut Segae L o BT EE == Il Barcode ‘
‘ 4 Capy - & |
Pacte B I U === = Ineart :
‘ field =
‘Check-in inf |
Dear |Pacipientiamsa),
You can find below the information to be used at the recaption desk or kiosk
For addrbonal infarmation, please contact the recephion desk
T )
save | [ Concel |

When clicking on Barcode, a Barcode will be added where the cursor is within the email.
You can then position it as required by dragging it to the desired location.
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&% Edlit quest message "

| X
=l o
|j o Cut Sagoe LI v 12 v R IEEE IllBarcode
_ )
Pasie B I|U = == Insert
ficld =
InviteeBadgexpirationDate
| ChECk in infD InviteeEarliestCheckin
InvitesEndDate
- TeH
Dear {Racizienthiama), IngEdkyery s
You can find Delow the information 1o be used at the reception desk or kiosk, InviteeMame
| InviteeOrganizeiName
InvitzeStar Date
For additlenal information, please contact the reception desk. ApplicationMame
Fromaddress
| SEVE | Cancel

When clicking on Insert field you can choose from the available database columns to
include in the email.

An obvious one would be the InviteeName but you can also include details such as the
earliest check-in time.
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5.7.1.6.2 Host Notification Email

| W Aduarced opticns

Gerienal
Liobibies
Pocuments
Soreening
Reparts

Fomail

KICRK - Ganarad

KIDSK - Assisrants

MNotiteation optons

o Friable s-mail natikiratizn:

Ernal connection options
EMTP sorves mame

TP o

STP sar npme

SR TP massaesid

Sender emall addeess

Emiail message options

Messages Ernail subject
Ernall message
Gusit S -
Tést
Hoat

Evacuiation reper

= ] ¥
cardexchange solutions
5 [] Enabie s5141LS
nin-rephy@antert anpe soloiions
EETT T T Ty
no-rephedcandakchange. sobitions
CardErchanga® Wisitor Chack-in Notification
Edil
L Cancel

Here you can change the email subject for the confirmation emails that are sent to hosts

when a visitor checks in for an event.

You can also send a test email to the specified sender as well as edit the message. An
overview of the email editor can be found here[z:l
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5.7.1.6.2.1 Edit Host Message

¥ Eclit host message

=l o
D ah Cul Segoe U1 4 “|T T
Pacte ' B 1 U

lcheskiniinto

Dear {i},

E H|Barcode
()

Inszrt
field =

(il
(Il
il

You can find below the information to be used In the reception desk or kiosk.

For additienal infermation please contact the reception desk.

| Save

Cancel

When editing the email message you are presented with the above screen, you can type
text directly into the editor and format it using the options in the ribbon.

5 Edit host message

Segoe LI v R

Bl I 4

il

Il Barcode
=&

Insert
field =

Under the Clipboard section you can paste in text copied from elsewhere, you can also cut

and copy text.
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™ Edit host message

E Home

4 Segos U v o | IS El=EE= Il Rarcade
| [ &
Paste B I U = = = = Irsert
field -
| |

Under the Font section you can set the desired font, size and style.

% Edit host message

7 o—

Home

D b Cul Segoe LI v | T
Paste o B I U

iii
i
(il
[}

g Il garcode
(+]

[n=ert

field =

Under the Paragraph section you can change the formatting/alignment for the selected
text.

A [dit hast message

m a2 Cul | Seqgoe LI | « | T = === E [l Barcode
b Corey ()
Paste ' i S (R = === Insert
fiedd =

Under the Insert section you can add a Barcode to the email as well as fields that are linked
to the database.
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% Edit host messane

- | >

D X Cut Segoe Ul =12 =B - EE Es=E | arepele
‘ (4 Cop - P pe— &
Pacte ) B I U === = Inzert

field -

‘Check in info

Cear {d]

You can find below the information to be wsed in the .'ch‘-‘_\ﬁ(,lﬂ desk or kiosk

LT

For additional information please contact the reception desk.

| save || cancel |

When clicking on Barcode, a Barcode will be added where the cursor is within the email.
You can then position it as required by dragging it to the desired location.
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¥™ Edit host message

= o
m o Ll Segoe Ul “ 12« BT
‘ Paste B I U

m
(]
[

'Check in info

Dear (D}
3 You can find below the infarmation ta be used in the reception desk or kiosk

Far additional information please contact the reception desk

g ¥ parcode
)

Insest
ficld =

BuildinghMame
Lobbyl arme

WisitorBadgeExpiratonlate |
ViziterCheckinDate |
VizitorEnd(lats
VisitorEscortRequired |
Wisitor EwentTitle
VisitorisHost
WisitorhobilePhone
YisitorMame
WisitorCrganizerMama
WisilorRepresenting
VisitorSecuntyEscort
VigitorhtartData
Yisitorvip

ApplicabionMame

FromfAddness

; N .
| seve || €anest |

When clicking on Insert field you can choose fro
include in the email.

m the available database columns to

An obvious one would be the InviteeName but you can also include details such as the

earliest check-in time.
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5.7.1.6.3 Evacuation Report Email

W Advanced options

Gereal
Lobbdas
[Bocumenis
Screening
Reports

E-rmmil

KIDSK - Genaral

KHOSK - Assistants

Hotilicationaptians

o Endlbla e-mail notdication:
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Ermail imessage apthons
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" Email svacuation reports

frall subjoct

Eoriail message
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Cardibuchange® Visitor Evaciation Riport
Edit

cialiifilcardeichangesolitins com

Under the evacuation report section you can enable that when generating an evacuation
report, it is emailed to the specified recipient.
You can also check the option to send this to event hosts so that they can also see who is in
the building for their events in case of an emergency.

You have the option to change the email subject for the evacuation report emails as well as

sending a test email to the specified sender and editing the email message.

An overview of the email editor can be found herelzs)
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5.7.1.6.3.1 Edit Evacuation Report Message

¥ Edit evaruation report message

- O e
= e
|j ob Segoe UI = “ || T Il Barcode
[ ()

Paste B I U || et
flald =

i
i
il
il

=~

Cardkxchange® Visitor Evacuation Report

Save | Lancsl

When editing the email message you are presented with the above screen, you can type
text directly into the editor and format it using the options in the ribbon.

W% Edit evacuation report message

D ah Segoe LI - v|mig =
|

y | = == = E I Barcode
— ()
Paste B I U

Insert
figld -

iii
i

[

fll

Under the Clipboard section you can paste in text copied from elsewhere, you can also cut
and copy text.
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" Edit evacuation report message

= [

E] 24 Cul .Segoe 8] .| ~ | T T S IEE=E E |Fl| Barcade
o Ciog e I e ﬂ
Paste B 1 U _E = = Insert
field =

Under the Font section you can set the desired font, size and style.

" Edit evacuation report message

= o

E] 24 Cul .Segoe 8] | ~ | T T S IEE=E E |Fl| Barcade
o Ciog e I C e ﬂ
Paste B 1 U _E = = Insert
field =

Under the Paragraph section you can change the formatting/alignment for the selected
text.

% Fdit evacuation repart message

=~ I

E] 24 Cul -Segoe 1] | v | T T EIE=E= E |F8l| Barcode
s = | ©
Paste ] B I U — 3 AF Insert
field =

Under the Insert section you can add a Barcode to the email as well as fields that are linked
to the database.
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W Fdit evacuatinn report message
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CardExchange ® Visitor Evacuation Report

TNPENEEN AR

Save | Cance!

When clicking on Barcode, a Barcode will be added where the cursor is within the email.
You can then position it as required by dragging it to the desired location.
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figlel =
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CardExchange® Visitor Evacuatior ™ ™™
Save Cancel

When clicking on Insert field you can choose from the available database columns to

include in the email.
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5.7.1.6.4 Call For Help Email
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o] 4 Cancel

Under the blacklist section you can enable that when a blacklisted visitor tries to check in, a
call for help button is enable that when clicked, sends an email to the specified recipient
containing the name(s) and location(s) of the blacklisted visitor(s).

You have the option to change the email subject for the blacklist emails as well as sending
a test email to the specified sender and editing the email message.
An overview of the email editor can be found here]z
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5.7.1.6.4.1 Edit Call For Help Message

¥ Edit blacklist message

£ 0 g |
E Homa |
lj % Segoe LI N “lar | | EEiiE = E I1f|Barcads ‘
0 |
‘ Pasta B I U E=== Ineet ;
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Attention: SUSpICIDUS visitors encountered
| Mislor(s): {Mame}
| Building: {Buildinghame)
Lobby: foblyMame)
This s an dutomeated message from (Applicationflamel (TRromAddress)). Plaase do nat reply to this mesiame.
Lave Cancal

When editing the email message you are presented with the above screen, you can type
text directly into the editor and format it using the options in the ribbon.

¥ Edit blacklist message

= [ 0
m a5 Segoe LI - M T .:E 1E == E |||| Barcode
z = B
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Insert
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Under the Clipboard section you can paste in text copied from elsewhere, you can also cut
and copy text.
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¥ Fdit hlacidist message e = N e
—; Home
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Fickd =

Under the Font section you can set the desired font, size and style.

¥ Edit hlacklist message u = O P
_ b Home
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Paste B I U =

[
]

Inseer
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Under the Paragraph section you can change the formatting/alignment for the selected

text.
¥ Edit blackist message e = [ s
—; Home
D a5 Segos LI “ “ T s iE=E=E E |ME Barcod=
: ' — B
Paste B I U == == Insert
Fickd =

Under the Insert section you can add a Barcode to the email as well as fields that are linked
to the database.
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W Edit blacklist message “ = 0 5
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When clicking on Barcode, a Barcode will be added where the cursor is within the email.

You can then position it as required by dragging it to the desired location.
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¥ Edit hiacklist messane = N} b4
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save | [ Concel

When clicking on Insert field you can choose from the available database columns to
include in the email.
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5.7.1.7 KIOSK
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Ok Cancel

The CardExchange® Visitor Kiosk Client can be configured from a standard
CardExchange® Visitor client installation.

There are options for the general setup and also the the setup of the assistants which will
guide the visitor through the check-in process.

In the general setup you can change the Administrator password for the kiosk client
(Default = Admin), you can set the default timeout value and you can disable the key
combination that can be used to exit the Kiosk Client (ALT+F4).

You can also select the logo to be displayed on the kiosk screen, a preview is shown so you
can check it.

You can also select the identification options that you want to be available for visitors to
use when checking in.

By default barcode scanning is selected, but you can also select Id scanning if you have a
compatible ID scanner.
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5.7.1.7.1 KIOSK - Check-in Assistants
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For each step in the check-in process you have a number of options available, you can also

choose not to use certain steps if you have no need for them.

You can specify that a video should be played and that it needs to be accepted by the

visitor before they can complete the check-in process, this could be for example a health
and safety video or a fire safety video.
You can specify the location for the video along with a message that is displayed.

For each step you can specify whether each available Database field is visible and whether
or not it should accept input from the visitor.

You can also specify the same options for the check-out summary step.
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5.7.2 Visitor Screening

CardExchange ® Visitor Business Edition is offering visitor screening via criminal and sex
offender database systems of Amber Road and MK Data Services. CardExchange Solutions
does not provide subscriptions for these screening services. To use these services, a
separate subscription will have to be purchased from these companies. For all available
services we offer direct links to their websites.

| W% CandFachange™ Visito: Business

u Homa Crats Fhotos Signatures Binmairics Corfiguranon Vo Aot

&LE epe E AN ew bodpe =g = Loak-ug columns -
1 oy - — S " 3 s
o . : bio=lecbadge 2 ) HD=tall cedamnz ~ g Eraile [ngin: feature
Ackionozd | Wasitar Ladie - Celum
options Jsomening | desiner  Safeimee badgs Lt e Baven valies

If you have purchased a subscription for one of the supported services, you will receive
credentials that will have to be entered into CardExchange® Visitor. To enter the
credentials, click the Visitor Screening button in the Configuration tab and the Visitor
Screening window, as shown below, will open:

¥ Visitor scresning - i} b4
e

Amber Road Already have an account?

Armber Road's Reatrictad Party Scresning service offers over 300 Company 1D |
restncied party hits from goemments woddvede. This colution

offers a vaneky of enmuriad :cq:rtrg,' lists for secy rely screening your User ID
potential visitors

[}

L8 Login |

With Amber Road you have full controd ower all your soreening
procedurnes, with the ability o select which lists to use a5 well a5 fme-
tune the methods for flnd’:ng matches n order to recenve the most
accurate results possble

Click the hink below 19 leam mose. If you are miterested i using thag
sernce ohek the gn up ke H you are .:Irca;*:,l an Amber Aoad
customer, enter your credentials to enable Restncted Party Screening

Select the tab offering the services that you subscribed too, enter the credentials, and login:
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™ Visitor screening - m} x

Armber Road | MK Data Sanaces

Amber Road
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potential vistors

With Amber Road you have full control over ail FOUF Sireensng ‘\/
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accurate results possible. : :
Restricted Party Screening service to
Click the fink below 10 beam mone. If you are miterested in using thas

e E
service, chick the sign up ke H you are already an Amber Aoad SEERENY SR
customer, enter your credentials to enable Restnicted Party Screering Company ID:
L User 1D

Hi®, | retd

When you are using visitor screening with the Business edition, and you have obtained a
subscription for these services, you can define in this window how the services apply to your
situation. As default, the screening will always be done before check in.

Before the person is checked in, information of the person will be sent to the screening
services and when a possible match is made, the window below will be show:
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™ Sereening results = O 7

WARNING: The following person has triggered a match with one or more of the screening services that you
have subscribed to. Please review the following information carefully before proceeding.

MK Diata Services

Results Details
IDNUIM 2570
Source: DeniedPartyl ist
Street
Citye
State;
Country: b4
Effective date: 2114015934 12:00:00 AM
Expiration date:
Motes;
Cirkgin codes dos
Is weak alias: False
Last updated 1071620081 2:00:00 AR

¢ InfoTmaton

Continus | Hlacklist Cancel | |

Continue will check the person in, Blacklist will put the person on the Blacklist of the visitor
management system, etc.

You can set the screening during check in, when you add invitees to an event, or when you
register an new visitor.

The system will continue to be logged in until you disable. When and how you screen your
visitors can be defined in the Advanced Options window]0l.

5.7.2.1 Call For Help

If you have the call for help option enabled under the email setup, when a visitor is
identified using the screening feature you will also have a call for help button on the
screening results window as below.

You can configure the call for help email option herelzo)
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[ Scraening resits H i O W

| WARMING: The following person has triggered a match with one or more of the screening services that you have
| = bscribed to. Please review the following information carefully before proceeding.

Amber Road Results Details

Anderson, Robert

iCa!Ffwh!lp: [ Contue | [ Blackist | [ Cancel |

5.7.3 Cards

| CardExchange™ Vistor Sardard
|
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Advanced Card ok
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|

Under the cards section you can load the Card Designer|s4l to edit the existing layout, you
can also create a new card, select another existing card or remove the selected card.

5.74 Layout

| = CardExchange™ Visitor Standard

“ Home Data Photos Signatures Configuration Wie Asgist
{

A s E .| =S=Mewcard o _J — Look-up colamns =
r-'_'.'-'i —_— = : O (o

i i = &g Sefect card & . == Detail eolumns - - Enable loging feature
Yance Car alumn

cptions designer &xRemove card | aributes [ Bdit drop-down valuees

Under the Layout section of the ribbon it is possible to edit the column attributes|=3] such
labels, font sizes, text masks etc. as well as select the look-up columns and detail columns
that are displayed.
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You can also configure drop-down values[1lto be used for columns where data entry is

always from a selection of values.

5.7.4.1 Drop-down Values

e

&)

o Befresh data

] =t
O Find [#] Select all o -
f_. Mew  Delele Caluwmn
- Find mest artributes
2 £ [u} |
I0 Storage value  Display value
i el b Storage valus  Planned
10 Unplanned Unplanned Yisit
11 ‘Planned Planed visit Display walue Plarsd visit
Filbar value wisil fype
Creation date Ei3i20i6

Moddfication daie

 records ioaded

= Look-up columns =
= Detail columns =

-~ Edit drog-down values

It is possible to configure drop-down values to be used for columns where data entry is

always from a selection of values.

For example you could use a field in the database to record if a visit was planned or not,
then instead of typing manually each time you can select from the available optionsin a

drop-down list.
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In the example above we have used the ExtraTextField1 field in the database, changed the
label to be Visit Type, changed the field to be a Drop-down list and set the drop down
properties to the drop-down settings that we set on the previous step.

Visitor details ¥
10 1 Licenss plats Wisit Typs =
Phata Disti o birth RG] [2] Crastion date Plansdwslt I
Address Madification dets i"?l'";“id i -
Cay Blackilst rezson
Stzle
ZIF code
Country
Titia Dimahind Disabled
First nam= T‘nl: Cezahlity
Last nama Tarmes | Ve viP E
Rspressating CardExchangs Esean requian Escort seduired =
Fhops number 915-528.4089 Escari sarvice
Mobile prone rumber Hleckisied Blacklistsd
E-mail addross salos@carderchangesolution Afrivel status
Car I Car Daseriplion

0 Title  Start date  Check-indate  Check-out date  Badge-expration date  Descrigtion

Now when you either edit or add a visitor you can select the option from the drop-down
list in the visitor details pane.
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5.7.4.2 Column Attributes

~~
e M Trah dlara | Loek-up cobamtii =

[=7 Salect ol

0 ] Frre wweghi sl
Tably nsma i Fort sty hural
Ok rane nsifl Foeeground EEFOOO00T
Cmin bype m.Jnng Srestion doie AnEe
X Primary kay F Wcdficaiion dala
Fhiut e
Mpsdebline Liml smsitin & Lisd imbm [rnp-cloan 2ahls nere -
Linthamiv L=t s [ Traip-chomm alerigs valis -
List hawdm Chsrp-chiomn chugslivy Wik =
Lol 2od diracsian a Drapccsn enrt cotamm -
PrenetlrbaEtesinn
i . & fum -
sk FrivaTe SsaTh ol 4 Beare Nadd Drop-dosm #ller cofume:
Mosletane Dol vk | Dadal igibin Cenp-chomm Sy wsiun

emal

Ewtml incew o
Cotai} ol
Comlml wmiics ol fun -
Dottt s Ria b 4| Dutait sfiadis
Tt velua
o Progprd & Pssuies

Coumiry s 00} OCL000D

Disatied

REIER Crinl il 21

Casatbty

v Fanttam iy Mizneah Bars Set

EscorRequired Fonisiza ‘2

acortharyics
A recons Inaded

For most tables available within the CardExchange ® Visitor database it is possible to
customize the column attributes.

Below are the options for the efPerson table used to store all of the visitor details, however
the same principal is valid for all of the other available tables as well.

List Options

List visible Specify whether the column is visible in the names list of the
visitors pane

List index Specify the sort index of the list item

List header Customize the column header that is shown in the names list

List sort direction Specify a sort direction if required

Search field Specify whether to include the column in search from the names

list search box

Detail Options

Detail visible Specify whether the column is visible in the visitor details pane

Detail index Specify the sort index of the visitor details item

Detail label Customize the column header that is shown in the visitor details
pane
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5.7.5

Detail editor
Detail editable

Default value
Required

Mask

Control height
Font Options
Font family
Font size

Font weight
Font style

Foreground

Drop-down Options

Drop-down table name

Drop-down storage
value
Drop-down display
value

Specify the type for the column, for example a text box or
date/time picker

Spedify whether the column in the visitor details pane should be
editable

Specify a default value for a column when adding a new visitor
Specify whether a column should be a required field when adding
a new visitor

Setup an input mast for a text box, for example a phone number
format

Specify the height of the text box

Specify the font to display for each column
Specify the font size to display for each column
Set the font weight

Set the font style

Specify the text color

Specify the table to use for looking up the drop-down values
Specify the column to use when storing back the drop-down value

Specify the column to use for displaying the drop-down value

Drop-down sort column Specify the column to sort the drop-down items by

Drop-down filter
column

Specify the column to use as the filter for drop-down items

Drop-down filter value Set the filter value to use to when looking up drop-down items

Authorizations

W CariExchange™ Visitor Siardard
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| & E &= New card
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User Authorizations are created and setup for a reason, and that reason is security. From
the Standard edition of CardExchange® Visitor, we offer advanced user authorizations with
login functionality.

In order to create more control for the Administrators of CardExchange ® Visitor, we offer
the ability to create user authorization levels. This helps limit user infractions and protect
areas within CardExchange ® Visitor that the common user should not be utilizing. This high
level security allows you to protect the software and functionality from user errors.

Setting up User Authorizations does not make any sense if you are not using a login
mechanism therefore the first step is to select the Enable logins feature as indicated
above.

When selecting a dialog will prompt for confirmation.

¥ Account-setup wizard " = O *

Group information

- lAdmin, ' Group name: Admin

Group description: | Default administrator group

Add Removs

General settings

Number of days after which the passwords
expire (0 means never);

Cancel Back Next > | Finisl

When you confirm this feature, the User Account Setup Wizard will start.
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5.7.5.1

In the section Create User Authorization[zss we will explain how to create the user groups,
profiles, and users. To disable the User Authorizations, uncheck the Enable logins
feature check box, a dialog will pop up, select Yes to disable the functionality.

Authorizations are only available starting with the Standard edition which allows
adding/managing users, then from the Business edit you can also add/manage groups.

Create User Authorizations

W Account-setup wizard " = O 4

Group information

Jm_ 2| | Group name: Admin

Group descniptien: | Default administrator group

[ Add | ReriBiia

General settings

mumber of days after which the passwords
expire [0 means never):

Cancel < Back | Mext = Firnsh

Creating User Authorizations starts with creating and/or managing groups. In this first
page of the wizard you find two important areas; The Group information group, indicated
with the red rectangle, and the Authorizations general settings, indicated with the blue
rectangle. The explorer on the left side shows all the available and created groups.

Important! There is always one group available; the Admin group. This group cannot be removed.
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With the Authorizations general settings group you can indicate when the passwords
need to expire. For example, putting in 30 means that after 30 days all users, when they

login, are requested to change their password. When leaving it to 0, passwords will not
expire.

In the Group information section you see the Group name and the Group description. It also
contains the Add and Remove button. To Add a new group, click on the Add button.

% Account-setup wizard & = [ 2

Group information

[ Admin

= Group name: Bacge Production
BadgeProduction
Data Entry Group description: | Printing badges anly
Add | | Remove

General setlings

Number of days after which the passwords
expire (0 means never):

! Cancel Back Next =

You can now enter the Group name, make sure you chose logical names, and a Group
description.

The new created group will appear in the explorer on the left side as indicated.

In this example we have created a group for data entry, and a group for badge production.
There are no limitations on the amount of groups you can create.
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If you want to delete a created group, just select the group in the explorer on the left side
and click on remove. Confirm with Yes to delete! Deleting a group does not delete your

users!

When you are done adding groups you can proceed to the next level of the wizard by
clicking Next.

User Management

¥ Account-setup wizard E = | W

User information

L1 Admin -
Username: Production
“I|produstion i
Full name; Production User
Password: (TTTTTITITT]

Confirm password: esssssssss

L_| User must change password at next login

[ ] Useris disabled

Assigned  Group name Descriptian
Admin Default administrator group
Jii Data Entry Data Entry
) Badge Production Printing badges only
Add | | Remove
| Cancel < Back | Wext> | Finish

In this page of the wizard you can create new or edit existing users of the system. On the
explorer on the left side you can find all the available users, on the right side you can find
all the user information.

When you click on Add, to create a new user, you will need to provide a User name, this is
the name used to login to CardExchange ® Visitor, enter a Full name of the user, and enter

a Password and Confirm the password.
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Just like in the Group Management page of the wizard, we also have one special user;
Admin. The Admin account cannot be removed! What you can change is the password of
the Admin user and we advice to do so but keep in mind changing the password means
that you need to remember the password. There is no option to retrieve or reset the Admin
password.

The default user name for the Administrator account is Admin and the Password is
Admin too! Passwords are case sensitive!

Important! The Administrator has always access to all defined groups and users!

.

W Account-setup wizard o O

User information
L1 Admin

Username: Production

~ |Pigdustion i
Full name: Production User
Password! [ TTITTTITT]

Confirm password” sesssssses

|| User must change password at next login

[ ] Useris disabled

Assigned Group name Description
|
[] Admin Default administrator group
[ [ Diata Entry Data Entry
[

> Badge Production Printing badges only

Add | | Remove

| Cancel | < Back | hext> | Finish

In the area indicated with the red rectangle, you find two special options. If you want the
user to generate their own password, just check the box User must change the password
at next login. This can be handy if you have a lot of different users to create but you do not
want to send out all these different passwords. When you select this option, you can simply
use a standard password which first needs to be changed before the user can login to the
system. If you have, like in this example, a group account it is better not to use.

© 2020 CardExchange Solutions, Inc.



240

CardExchange® Visitor Manual

Disabling the user is also a handy option. By checking this box, the user cannot login to the
system anymore but is not removed from the system. If later the user needs to get access to
the system again, simply uncheck the User is disabled box and access is granted again.

" Account-setup wizard " = O A
Lser information
L] Admin : Username Production
|Production |
Full name: Production User
Password, sessssenen

Confirm password. esesesssses
[ User must change passward at next login

|| Useris disabled

Assigned Group name Description
=] Admin Default administrator group
i | Data Entry Data Entry
v Badge Production Printing badges only

Add Remove ]

| Cancel I < Back | Mext > | Firiish

In the section indicated with the blue rectangle you can specify per user to which group it
will be assigned. Each user can be assigned to one or multiple groups. In this example, it

makes sense that the Production user is assigned to the Badge Production group but you

can imagine that some users need to have access to multiple groups.

When you have created or edited all your users of the system and assigned them to the
correct groups, you can proceed with the Authorizations management on the next and

final page by clicking Next.

Authorizations management
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[] Actions

71 ¥ Hame

E ¥ Data
] ] Find
[ || Find next
[ [¥] Refresh data
L [+#] select all
[ [] Import visitors
[] [] Export visitors
[ ] impert images
[ [| export images
[« Edit visitor
[ Photos
I+ Signatures
[+/| Biometrics
|| Configuration
[0 [ Advanced options
] [ ] card designer
I ] Mew card
[ [[] Select card
] [[] Bemove card
] [7] Column attnbutes
[[] ] Look-up columns
] [/] Detail columns
[] || Account setup
] Enable logins feature
[1 [] Edit rooms

0 & & EE

| Cancel |

< Back | et
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In this last page of the wizard can assign and create the profiles per defined group or
specific user. In the explorer on the left side you can see all the created groups. If you click
on the expand sign I+l you can see the assigned users of the group.

On the right side, you have nine separate sections dividing the available CardExchange ®

Visitor functionality. When you click on the expand sign for each section, the corresponding

functionality will be shown. For example, in the Data section, all options for
finding/importing/exporting are shown. Each section and each functionality has a check
box indicator. There are basically three options

D No access to functionality

This means that the functionality is not available in the interface. It is not greyed out, it is

totally removed.

Access to functionality
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5.7.5.2

This means that the functionality is available for the user of the system.

v Administrator or selected users and groups only

This means that the functionality is either enable at a group level, or it is functionality that
cannot be disabled (Such as the "About CardExchange® Visitor" button)

Besides creating the policies for the groups, each separate user can have some aditional
rights besides the group profile. Simple select the user name from the explorer on the left
and set the aditional authorizations for this user.

When you have defined all the groups, users, and assigned to the functionality allowed for
this group and/or user, you can click on Finish to store your account definitions and close
this wizard.

Users Login Access

When User Authorizations is enabled, every time CardExchange ® Visitor starts, the user
have to login. If it is a new account, it can be that the Administrator has set the option to
change the password at first login. When that is the case, the the standard login window
will appear as show below:

hal

Uisername: Production

Password: sesssseRee

Legin T Clesse —|

When the user enters his User name and password, and the Administrator has set the option
to change the password at first login, the message as shown below will appear:

™

You are required to change your password at this login.

ok

To confirm this action you have to click OK and the Change Password window will appear:
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™
I:'J..--'-:- 12 roductia

Password T TIIY

MNew password: [TYTY Ty YT

Confirm password: |ssesssssss |

| Login || Close |

Enter a new password and confirm the new password and click on OK. If the User name and
Password match, CardExchange® Visitor will load.

5.8 View

W (_'.'m_]l-;uclm-,n-ﬂn:\"‘ Wigitor Stardard

b bl i ) )
4 - Home Data Photos Signatures Configuraticon Wiaw Agsist

£-1| |§| | ¥ Visetor-details pane
.11

%z v Badoe-preview pane
Language Restore: | Misitors

ViEw pare o Betions pane

Under the view tab it is possible to set the language for CardExchange ® Visitor, restore the
view to the previous or default view and to hide the Visitor-details pane,badge-preview
pane, Actions pane if it is not required.
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59

Assist
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The corend release is intended for BETA lestmng of the Emter edition osly. [Evao fnd anyihing thal dees not ook sight, 1= not working o3 expecied or could be
ks beitsr, pleisd ropir I an i an-leee BERCTg system, respecting the gisidclines belosw

o M the tssun is
= [tk wssue e already o

» Pt all pew fessucs in the dedicaizd cirlegory *CanlExchasge™
» Pust unreluied issues in sepamie tckets: thnt mokes thess woy easier o manage for us
s Ploase, be as clowr o3 possible mnd inclode sereen shots o that clanifies the e

icker: we know already aber i1
. s Chaoy encilineg 0 oo oo

W nesh you a hepgy BETA sestiea?

Arcpe Expired badges 0 Eracuntion réport

B sz om oo iewasd nesa

With the release of CardExchange® Visitor we bring unique innovation to your desktop by
offering everything that you need to produce cards in a fast and secure way at hand in
CardExchange® Visitor Assist.

Help, Forum, Videos, etc,, it is all available in this section of your CardExchange ® Visitor
product. When you enter the Assist view by selecting the corresponding tab, you will
directly see an Outlook style interface showing on the left the available news items and on
the right the content of this news item.

CardExchange ® Visitor uses this section to keep you informed about new updates and
release plans so you will always be able to run the latest version. But also the reseller who
has sold the product to you will keep you informed about his latest and greatest.

Take a look at the separate subjects in thisz:l section of the Help file and see how this is
going to benefit you!
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Working With Events
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In the Events view you can carry out all the operations associated with Events, you can
add/edit events, use filters to show upcoming events and add new visitors, etc.
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The Events view has two panes that can be moved, resized or hidden based on the users
preferences.

e The Events pane (Shown above in red) shows a list of all the events.
e The Event details pane (Shown above in blue) shows all the available data for the

selected event including Invitees.
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6.1.1 Events Pane

_E\'ents

t|¢.

v

T Title Start End
2. Sample Event 5/11/2016 10:00:00 AM 5/11,/2008 11

1 records loadad

In the Events pane of CardExchange ® Visitor you see all the events presented that are
available in the database. In the configuration tab you can set the Look-up columns that are

displayed in the Events pane.

Record Sorting
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I'Events bl

Ctart End
2 Sample tven 4112016 10:00:00 AM 541172016 113

1 records loaded

The Events pane is a so called data grid showing all your available events divided by
columns. Sorting the events is just as simple as clicking on the column.

Record Look Up
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Lvents - 1;'
samplé_ T -
I Title Start Endl

2 Sample Event 5/11/2016 10:00:00 AM 5/11/2016 111

1 records loaded

It is very simple to search for records inside the Events pane. Enter the text that you want to
search for in the text box directly above the columns.

Loaded Record Information
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!'E'h'&l'ﬂﬁ

hd

| 4

1D | Title Start End
2 Sample Event 5/11/2016 10:00:00 AM 5/11/2016 1%

1 records loaded

In the footer of the Events pane the total amount of loaded records is shown.
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6.1.2 Event Details Pane

Cralg Buchalll

LT il KD Pl Farfies chisci-wi aliowad 3712/2016 132000 FM

bl ihain RN Pl Badge-paprration dat 01 2r 306 230400 M
e

I3 Frwi neme Last name - Dstecd barth - Address  Staie City  Country  Eaperation deis. & host Sarcade valu= - Emsl
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The Event details pane shows the main details for the selected event including start/end

times, the organizer of the event and earliest check-in/expiration times.

Also shown at the bottom is a list of the invitees, their details including the barcode value

and expiration date and an option to resend the invitation email to the individual.

6.2 Home

b ] C.i:L‘IEx-'_hﬂugE'& Wsitor Business

ﬁ Hame Cata Configuration View Accict
] M -m e EnTEn| Show incidental visits
Hwma ! E!. - w3

&

= All buildingz
New  New Edit  Delets Al Today's Mext
avent  item = evenl  event events events seven days Al lobbies

From the Home tab of the Events view it is possible to carry out the most common
functions required in the use of CardExchange® Visitor.

In this section of the Help file we will go over all the functionality available like adding

events, using Filters etc.
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6.2.1 New event

% CardExchange® Visitor Business

e
| B Heim Data Configuratian View
. L b1 f= ]
T X BT
It S wmaE
Mew | New Edit Delete All  Today's
event § item = event event events  events

Mey Edit

Clicking on new event will open the New

O Py e

AX & = &\

Seved, Cancel  Seledt Add bwiees Seleciiobives  Sefedt

Clgas indiees by g anil roond  destiiniets

Tide Bumirieres: Editiom DevnaEvent.

Inganicsr

Start Morday, Septambar 12, 2006 20000 P

End Mhisrday, Septambar 12, 2074 300700 T

Blenr iprfiam Bunnes Edition Diéemo Bvent
10 First i Lot s | Date of it Addiess Sate Gy Counfiy & host
3 iy Sl

Invitoss | Hipame | Lobims | Domments

Chrgan v |
!E-:": Embart diackun alldwnd  Woodsy, Septembar 12, 2016 130,00 PM |:‘i =1
=17 Belga-wpiatondatn  Moreay, Saptambar 12, 2016 23000 MM |%]- !

Assist
im— Show incidental visits
EEEER

St All buildings v
Mext

seven days  All lobbies

event window.

Here you can enter all the details for the event, set start and end dates and select

invitees/groups.
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™ rvitees
n

= X

Mew I Cangel
| visitor
| Visitors

] l Alice Earl
' 1 Bill Smith
" &, bobhope

E=] & Clare Jones

@ ‘ Edward Dawson
I ] l Elliot Davis

| l Emma Hitls

15 records loaded

Add iy
6 Remowe

Invitees

w ‘ Craig Bechelli

1 records loaded

253

Clicking on Select invitees allows you to select visitors from the list and add them to the
event. You can also add new visitors directly by clicking on new visitor.

™ Groups

X

Cancel

Groups
eae Visitor
- \rita

eae Contractor
- "
=S Contractor

sas Employee
- Employes

3 recards loaded

;

6 Remove

Select groups

0 recards loaded
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And clicking on Add invitees by group allows you to select groups to add to the event.

¥ Select lobbies and rosms

v X

Accapt Cancel
Buildings

{1 Main Building
B Building A1

[ Building B2

3 records loaded

Rooms

I Meeting Room 1
I Meeting Room 2

I Meeting Room 3

3 records loaded

Lobbies .
Ti~ < Main Lobby

When clicking on Select Lobbies and Rooms you can select the building/room where the
event will take place and the lobby where the visitors can check-in.
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h Documents = = B x
Accept Cancel Unusad
1 documents
1 All documents Selected documents
Y- Y-
l Health & Safety Rules MOT IM USE | Visitar Policy

1 records loaded 1 records loaded

Clicking on Select Documents will allow you to choose documents that are required to be
signed for the specified event. More information on this can be found here/z1

6.2.2 Edit

% CardExchange® Visitor Business

e
- Home Diata Configuration View Assist

Epnma D b x m [r—— p— Show Incidental visits
il o
I ¢ wnnER ———

= —— All buildings =

MWew  New Edit Delete All  Today's Mext =
event  item = event ewvent events. events seven days All lohbies

-

To edit an event you first need to select the desired event from the list, then simply click on
edit event.
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On the edit event screen you will see all the options that were available when creating a

new event and you can amend/update any of the details.

4 CardExchange® Visitor .

Lo you want to send an update e-mail 1o all invitees or to the added ones

Send fo added_ . Seﬁ&tuallHI [ Eance!

After saving any changes to an event you will have the choice to resend the invitation
emails to all invitees (In the case the date/time has changed), to just send an email to any

added invitees or to not send any email notifications.

Next to each invitee, you also have the option to manually resend the meeting invitation

which can be done at any time.
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6.2.3 Filters

¥ CardExchange ® Visitor Business

ﬁ Home Data Configuration Wigw Agsist
' L 3 b JE— —— Show inddental visits
1 s ey
. . —! Al buildings -

Mew  Mew Edit- Delete Al Today's Mgt -
event  iberm - event  event everits events seven days Al lobbies =

The filters section allows you to filter the list of events that is shown in the events pane.
The following filters are available and can be used in combination with each other:

All events This is the default option and shows all events in the database
Today's events  Shows all events for the current day

Next seven days Shows all events for the next seven days

Show incidental Include incidental events in the events list

visits
All Buildings This is default and will show visitors for all buildings, you can also select
to only show visitors that can check in at specific buildings
All Lobbies This is default and will show visitors for all lobbies, you can also select to
only show visitors that can check in at specific lobbies
6.3 Data

¥ Cardexchange™ Visiter Standard

h Home Data Configuration View Assist

c Refrezh data
S Find [+ Select all
1O Find next

CardExchange® Visitor offers many ways to view and Manage events etc.

In this section of the Help file we will go over all the functionality available like searching
for and editing events, etc.
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6.3.1 Using Find

¥ CardExchange™ Visitor Standand

m Home Data Configuration Wisw Aszist
3 Refresh data

o Select all

j: Find rgxt
In the Find section of the Data tab you can find the functionality Find. If you select this
option, you enter a dialog window in which you can enter a combination of letters or digits
to search on (only alphanumeric characters).

¥ Find _ I 5

Find what:

[ oK ‘ | Cancel
If you then click OK, the first element from the list of names that contains the requested
combination is selected.
If the first match is not the one you are looking for, you can search on the same
combination by clicking the Find next button in the Find section of the Data tab. You can
repeat this until you have found the correct person.
The advantage of searching in this way is that the text you enter does not need to be at the
start of an element in the events pane. The search does not make a distinction between
uppercase and lowercase characters.
With this Find function, all elements in the Events panem remain visible. Any restrictions to
the number of records that are displayed, which would normally apply as a result of what
you have entered in the text field, are overruled.
6.3.2 Using Keyboard

The find functions that have been discussed in the section Using Find[zss) are also available
from the keyboard. You can display the window Find by simultaneously pressing the
control key and the letter f. You can repeat the search as often as is required to find the
correct person by pressing the F3 function key.
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6.3.3 Refresh Data

¥ CardExchange™ Visitor Standand

“ Home Data Configuration View Aszist

S Find [ select all
}'-" Find rgxt

It is possible that you cannot find the intended record because it has only just been entered
into the database. The details of the record in question have already been entered into the
database, but CardExchange ® Visitor has not yet, as it were, seen it. You can solve this
problem by selecting the Refresh data option in the Find section (or by pressing the F5
function key). CardExchange ® Visitor will retrieve the list of records from the database
again.

Doing this ensures that the most recent data for the record concerned is displayed.

6.4 Configuration

| W CardExchange™ Visitor Business (Small Business Sarver)

F_u Home Data Canfiguration Wiew Aasist

| ||';'| LE]: |E'" [ | --a:ai.-luLu:..;...:=v il e
i Ed

i Datail cobsmns
Ackanced Edit Edit Edit Cobumn
| options burldings lobbies rooms documents attritutes
| 4

Under the configuration tab you can set some advanced options, create/edit buildings,
lobbies and rooms, add documents to be used during checking, change settings for the
database columns and setup authorizations.

6.4.1 Advanced Options

| %% CardExchange™ Misitar Business {Small Business Sarver)

P_u Home Data Carfiguration Wiew Aasist

ala i--!‘l LE;i T [‘" | | HLok-us columns =
| W 1 = 3 L 5 Diatail cobimns Enable logins feature
Aceanced Edfit Ed Ed Edit Coliemn
| optigrs buildings kobbies rooms documents attrittes
| g

Clicking on Advanced Options will show a window where you can changes some advanced
settings of CardExchange® Visitor.
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6.4.2

T Advanced aptions — | ®
Geraral ¥ Erable autzmatic checkours
Lok [ Ehow senvice-center amars
[ 1 Bhoree @ wisiter’s sdditional needsat chec-in
Ladumants
i} Brind befravio Shisw: prind previes
Srreering o o
Confirm ireidental check-ins for Al #sdars
E-rral
Creny incigental chadk-ins Al wisters
Kotk = Ganarsl i ; .
Rzquite badge-expirmion dates for Preregisieied yisibos

Hhask - Azzistants

Coetail -editor width (el 200

Inwilee lustory (daysl

Delaudt eveni-sizri-dats sl fmimules) 0
Demfont sy mrtmmrpde dote rteryal Jroomufes | B0
Defandt =arycheckn-date interad [menutes) 30

Defaudr badge-sepiratian- dote imtenal {reinuees) 30
Cefault ayenT prganier A Venens Oroanizer
Update-tmer intervel [Secandsl 200

In the Advanced Options window you can set the requirements for each separate discipline
of the application, just simply select the tab and change the settings.

Click Here[+ to view the Advanced Options section of this help file where you can find an
explanation of what the settings are for and how to configure them.

Layout

| %% CardExchange™ Misitar Business {Small Business Sarver)

Harme Lata Carfiguration Wiew Aasist
¢ : i"!-l LE;' m | [":- [t =5 | FEfleok-ux columns»
= : il EFY | = 7 Detail colimng * Enable logins feature
Aceanced Ediit Edit Ecit Edit Colimn
| opticns buildings kobbies rooms documents attrities
| g

Under the Layout section of the ribbon it is possible to edit the column attributes|= such
labels, font sizes, text masks etc. as well as select the look-up columns and detail columns
that are displayed.

You can also configure drop-down values[z1to be used for columns where data entry is
always from a selection of values.
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6.4.2.1 Column Attributes

Do ypa

Primarny by

List woeia o Lt wimisle
Liat | dlees

Lt hamedar

L moey dirmction a

o & Searce fisid

Dimtadl visibin o Diwimd | wepbica

Dimtail inces 2947423847
Dimtail |stwi

Dienail edast Taal LoF
Denadl adiable

Dietanl vl

Aoguired Ancired
Kmsi 1000 Q030000

Diopedewn sumge valo
Brmpedoin desiey saue
Dirag-deswn st cakarm
Bmip-down i ciyme,
Divmer-choswr s wnlum

Foprired Paight =

Ford famly Micreasf! Sans Saril
Fontsise 11

Furt waghl Mermal

Fom st Hermal
Forsspound FFFOO0000

Cranon dae SE06

Ingaseanan denm WHRT

For most tables available within the CardExchange ® Visitor database it is possible to
customize the column attributes.
Below are the options for the efEvent table used to store all of the event details, however
the same principal is valid for all of the other available tables as well.

List Options
List visible

List index

List header

List sort direction
Search field

Detail Options
Detail visible

Detail index
Detail label

Specify whether the column is visible in the events list of the

events pane

Specify the sort index of the list item

Customize the column header that is shown in the events list
Specify a sort direction if required

Specify whether to include the column in search from the events

list search box

Specify whether the column is visible in the events details pane
Specify the sort index of the events details item
Customize the column header that is shown in the event details

pane

© 2020 CardExchange Solutions, Inc.



262 CardExchange® Visitor Manual

Detail editor Specify the type for the column, for example a text box or
date/time picker

Detail editable Spedify whether the column in the events details pane should be
editable

Default value Specify a default value for a column when adding a new event

Required Specify whether a column should be a required field when adding
a new event

Mask Setup an input mast for a text box, for example a phone number
format

Font Options

Control height Specify the height of the text box

Font family Specify the font to display for each column

Font size Specify the font size to display for each column

Font weight Set the font weight

Font style Set the font style

Foreground Specify the text color

Drop-down Options

Drop-down table name Specify the table to use for looking up the drop-down values

Drop-down storage Specify the column to use when storing back the drop-down value

value

Drop-down display Specify the column to use for displaying the drop-down value

value

Drop-down sort column Specify the column to sort the drop-down items by

Drop-down filter Specify the column to use as the filter for drop-down items

column

Drop-down filter value Set the filter value to use to when looking up drop-down items

6.4.3 Authorizations
| %% CardExchange™ Misitor Business {Small Business Sarve)

Fh Harme Liata Canfiguration Wiew Aasist

{ I y i |-;_| LD_: | [-' . | Efleok-ux columns v
Ed

i Datail colenng = Enable logine feature

Ackeanced Edit Edit Cdit Cobemn

| optigrs boildings lobbies rooms documents ottributes

The Authorizations section is the same as mentioned in the Authorizations|z+]section of the
Working With Visitors.
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6.4.5

Buildings

263
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CardExchange ® Visitor Business Editions support the creation of unlimited buildings for

your facility.
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When clicking on Edit buildings you can change the name of the default building, as well
you can add additional buildings if required.
You can provide a name for the building as well as a description.

Lobbies

i ¥ CandExchange™ Vistor Busiess

“ Home Data
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CardExchange® Visitor Business Editions support the creation of unlimited lobbies for your

facility.
% Edit lobbaes
| Refresh data b-: x ‘ | | —.i —
O Find [V Select all ® ; =
| l}. 13} J_EEE‘C.-D s 4 —
—_ Mew Delele Edit Selact Column
o~ Find next ToOms  [00ms attributes
|
}
. Yi=lin a
1D Mame
iidimg | | Defaule buildin .
1 Defaukt lobby e i 2
MName Default lobby

Description

Craatian date 962016
Modification date

Rooms

[[B] Mame Drascription

1 Datault room

I records loaded

“ _ O 3<

=1 Look-up columns *
== Defad columns =

—Edit drop-down values

When clicking on Edit lobbies you can change the name of the default lobby, as well you

can add additional lobbies if required.
You can also select the Building ID where the lobby is.
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By clicking on Edit rooms you can also edit the rooms that can be accessed through the

selected lobby.

] ¥ Rooms

l'\/x

Accept Cancel

I Lot
Rooms

I Default room

1 records loaded

Selected rooms

0 recards loaded

i ——
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6.4.6

And you can also select those rooms to be available for selection when creating a new
event.

Rooms

| % CadBxchangs™ Wisitor Busivess
|

“ Home Dada Conhiguration Wiew Assist

=] P |-' :- |3;55 = f—] B Look-up cohimins -
[oh T | R = s { .
- . - 5 Detall eohumns = v Erable logins feature
| Advanced Edit Edit Edhit Edit Calemiy
optons budidings kobbées) rooms fdocumenis ailributes

CardExchange® Visitor Business Editions support the creation of unlimited rooms for your
facility.

¥ Edit rooms " — O S
LOrFind [#] Setect all NJ‘-D i Ed . s . C.:l.‘ B Detail columns =
= = BielE il elech alumn
., Find next lobbies lobhies attributes &7 Edit drop-dawn valuas
| = 13
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Description
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Modification date

Lobbies
0 Nama Description
1 Default lobby

1 records loaded

When clicking on Edit rooms you can change the name of the default room, as well you can
add additional rooms if required.
You can also select the Building ID where the room is.
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By clicking on Edit lobbies you can also edit the lobbies that allow access to the selected

room.
p—— — ———
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1 records loaded 0 records lpaded
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6.4.7

6.4.7.1

And you can also select those lobbies to be available for selection when creating a new
event.

Documents

With CardExchange® Visitor Business edition you can ensure that your company has every
visitor sign required documents, such as a non-disclosure, prior to entering the premises.

% k-t

S1Gn doumenls

Pinass review and sigr the TeSewing decumenie do check-in Clars il

WhCardExchange

VISITOR AGREEMENT

Thia Yister Agrmvment fac lohs Smith Agremment {the “Amendmant”| o effectie Saurdey, September
103, MY T3 {1 “ETHertin Diat™],

WITWEIN;  Cardfxchmpe Soksonn Inc, [“CARRECHANGE"|, » sampany ooganied aad centing
uncar tha e of the Unflnd S seth x priecipal offics focaiud o€ 200 Sand Crdh
Mo, lrerwnss, C8 84510

ARID: lohn Simith [2he “ERTOR™ @ peor eivling wnder the laws of The Unlied States

i Sty Sepbemise 19, 2010, CARDENE MAMCE and VIITOR feotlccivaly Uim “Partin "} amierd ks
e Vsl i

Thr o lhrumsi e
14 POLICIES

VISTOR agrees w0 comgly wilh CARDENCHANGE 'S wimen polides, =& such
poiess wre amended from bme in Hime; VISTOR sdnesiedpey, undemtand
sl e Tl failury L eompiy with CARDEXCHANGE's mimien polica miy
ek I irrmadisle ol by CANDERCHANGT

|W WATRIESS MAHEREDE, tha VEITIR hay meacitnd B agremmant o the dsin Hml et farih abow

b Srelih

™ Tayi

Designing a Document

CardExchange ® Visitor utilizes the powerful Merge fields feature within Microsoft Word to
allow for easy merging of data into documents. The user is able to define custom
mappings between merge fields and person details.
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6.4.7.1.1 Adding Merge Fields
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Merge fields are a powerful feature within Microsoft Word that allow for easy merging of
data into documents. CardExchange ® Visitor utilizes this feature by allowing the user to
define custom mappings between merge fields and person details.

Use the following procedure to insert merge fields into a Word document:
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Inside Word, place the cursor in the position where the merge field is to be added.
Head to the Insert tab -> Quick Parts -> Field...

The Field dialog window is now shown. Choose “Mail Merge” from the “"Categories”
combo box.

Choose "MergeField” from the “Field names” list box.

Enter the desired merge field name in the “Field name” text box and click "OK". The
merge field is now displayed in the document as «Fiel[dName» (see “Merge field
mapping example” for a detailed example).

Repeat steps 1 — 4 to insert more merge fields.

Note: Refer to “Importing and configuring documents” for steps on defining the mappings between merge fields
and person details.

6.4.7.1.2 Adding Signature Lines

Every document used within CardExchange ® Visitor must include a signature line so that
the person’s digital signature can be inserted into the document. Digital signatures provide
proof that the document was signed, by whom it was signed, the signing date and time,
and whether the document has been modified since its time of signing. Use the following
procedure to insert a signature line into a Word document:
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6.4.7.2

Inside Word, place the cursor in the position where the signature line is to be added. Head
to the Insert tab -> Signature Line. The signature line is now added. The above is what the
signature line looks like.

Importing and Configuring Documents

| % CadExchargs™ Wisitor Busivess
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Before documents can be linked to events, they must be imported into the application. To
import a document into CardExchange Visitor, head to the Events view -> Configuration
tab -> Edit documents.
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The "Edit documents” window is brought up. This window is used to import new documents
into the application and edit existing documents:

1. To begin importing a new document, click the “New” ribbon button.

2. The Location text box is highlighted red—this is because a document location must
be specified.

a. Locationis a required field—a new document cannot be added without
specifying its location on the computer.

b. Consequently, the “Save” ribbon button is grayed out, signifying that the
document cannot be saved without first choosing a file location.

3. The small button to the right of the Location text box brings up the Open file dialog.
Locate the desired document on the computer and click “Open.” The Location text
box now displays the path to the chosen file.

4. If the document selected in the previous step contains merge fields, the “Merge
field mappings” area is now populated with the merge field names.

" Configure mappings i - O X

X

Accept Cancel

Merge field mappings

Merge field Mapped property
FirstName First name
LastName Last name

5. Click the “Configure mappings” ribbon button to bring up the configure mappings
dialog.
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a. For each of the merge fields in the left column, choose the desired mapped
person property by selecting it from the corresponding combo box.

b. Click "Accept” to save the current mappings or “Cancel” to discard them. The
“"Merge field mappings” area in the "Edit documents” window is now updated to
reflect the changes.

i. Now when a document is shown during the check-in process, the visitor's
information for each of the chosen properties will be shown in place of the
corresponding merge field in the document.

6. Now it is time to configure the rest of the document details:

a. Description—this is a short name for the document that will be shown
throughout the application (such as when adding documents to events). Enter
something here that will allow the document to be easily identified.

b. Required for incidental check-ins—when checked, all visitors checking in without
a planned visit will be required to sign this document.

c. Required by default—when checked, this document will automatically be added
to all newly-created events, and cannot be removed from events.

d. In use—this box must be checked in order for this document to be accessible
throughout the rest of the application. When left unchecked, this document will
not show up in the list of available documents during event creation.

This is useful for easily hiding documents that may not be used anymore without
having to delete them from the application.

7. Once all of the document details have been configured, click the "Save” ribbon
button. The document is added to the list in the left column of the window.

8. If needed, repeat steps 1 -7 to import more documents. When finished, close the
"Edit documents” window by clicking the “X" in the top-right corner of the window.
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6.4.7.3 Adding Documents To Events
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Open the “New event” window by heading to the Visitors view -> New item -> New event

(alternatively, go to the Events view -> New event). This brings up the “New event” window.
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If any documents have been configured as “Required by default”, they are automatically
linked to the event and displayed in the Documents list.

% Documents a = O =

Accept Cancel Unsed
documaents
All documents Selected documents
Y Y~
| Health & Safety Rules BT 1N USE | Visitar Policy

1 records loaded 1 records loaded

1. To add documents to this event, click the "Select documents” ribbon button. This
brings up the document selection dialog window.

a. To link a document to this event, select the document in the “All documents”
column and click the “Add" button. The document is now moved to the
"Selected documents” column.

i. Note: Documents not configured as “In use” will not show up in this window.
If a desired document cannot be found, make sure its “In use” field is
checked in the "Edit documents” window (refer to “Importing and

configuring documentsmﬁ").

ii. Note: Documents configured as "Required by default” will automatically be
displayed in the "Selected documents” column. Additionally, they will be
marked with the text “REQUIRED". These documents cannot be removed
from the event. Attempting to remove a required document from the
“Selected documents” column will result in a popup warning, and the
document will remain in the “Selected documents” column.
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b. Once the desired documents have been added to the “Selected documents”
column, click "Accept” to save the current selection or “Cancel” to discard it. The
Documents list in the “New event” window is now updated to reflect the
changes.

2. Continue configuring the rest of the event details and click “"Save & close” when
finished.

6.4.7.4 Check-in Process

The check-in process requires visitors to sign any documents that may be required for the
event that they are checking in for.
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1. To begin the check-in process, select the visitor in the Visitors list of the Visitors view
and click “Check-in" (located in the Actions group of the ribbon or the Actions
pane). If any documents are required, the “Sign documents” wizard is shown.

a. The top-right corner of this wizard displays the index of the current document as
well as the total number of documents required for this event.
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b. The current document can be printed by selecting the “Print” button. This brings
up two printing options:

i.  Quick print—if a default printer has already been selected, the document is
immediately sent to that printer. Otherwise, the print dialog is shown, and
the selected printer becomes the default printer.

ii. Advanced print—this always shows the print dialog, which allows specifying
which printer to send the document to, which pages to print, as well as the
number of copies to print.

2. Click the "Sign” button to display the signature pad using the default signature
device (to change the default signature device, head to the Visitors view ->
Signatures tab -> Signature options and select the desired device). Once the
signature is captured, a check mark replaces the “Sign” button.

3. If more documents require signing, click "Next” to continue.
a. You can go back at any point to review previous documents.

b. Clicking "Cancel” at any point will halt the check-in process, and the visitor will
not be checked in.

4. Once all documents have been reviewed and signed, click “Finish” to complete the
check-in process.

a. Each document is now saved in the configured Documents folder (default: C:
\Users\Public\Documents\VisitorExchange\Documents). The folder structure
inside the Documents folder is Company\Event\Invitee. Navigate the appropriate
company, event, and invitee folders to locate the documents.

b. Each document is saved as an encrypted PDF. When attempting to open one of
these documents, a prompt is shown asking for a password to be entered. Two
types of passwords can be entered: Document Open Password or Owner
Password. Depending on which is entered, different permissions are granted:

i. Owner password: All permissions (modifying, copying, standard and high-
resolution printing, content accessibility) [default: “owner”]

ii. Document Open Password: No permissions [default: “password”]

c. Clicking on the signature in the document displays the signature properties:
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6.4.8 Email Notifications

whanos Jisitor <no=repiyviicardeschange solution

CardExchang=™ Solutions Mesting Invitation

| Check-In Confirmation

{
Daur C'raig Bechalli,

| Yourmesting wath Ellicd Daves on 200092006 ot 1 1:00am has been hooked and confirmed. Mlease use the hurcode below to check-in ot our kiesk or recepbion desk on armval
DO000CORODED

|

| you bave any questions about this confirmation, please coatact your lost

We look foromrd 1o welcomng you to Cond Exchange Solutisns soon

CardExchange ® Visitor Business Edition is offering email notifications to each Invitee of an
event when the event is created, also an email notification is sent to the host of the event
each time an invitee checks in to that event.

Above is an example of the email that is sent out to the invitee, depending on the barcode
scanner being used at the lobby this can either be scanned from a print out or scanned
from a phone or tablet device.

Scanning the barcode at the lobby will automatically select the relevant record on the
screen so that you can take a photo, edit any details etc.. and check the person in.
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6.5

6.6

If you also have the CardExchange® Visitor Kiosk application then visitors can self check-in
by scanning their barcode at the kiosk and following the on-screen instructions.
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Under the view tab it is possible to set the language for CardExchange ® Visitor, restore the
view to the previous or default view and to hide the Event-details pane if it is not required.
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With the release of CardExchange ® Visitor we bring unique innovation to your desktop by
offering everything that you need to produce cards in a fast and secure way at hand in
CardExchange® Visitor Assist.

Help, Forum, Videos, etc, it is all available in this section of your CardExchange ® Visitor
product. When you enter the Assist view by selecting the corresponding tab, you will
directly see an Outlook style interface showing on the left the available news items and on
the right the content of this news item.
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CardExchange ® Visitor uses this section to keep you informed about new updates and
release plans so you will always be able to run the latest version. But also the reseller who
has sold the product to you will keep you informed about his latest and greatest.

Take a look at the separate subjects in thisl zssl section of the Help file and see how this is
going to benefit you!
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Working With Reports
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In the reports view you can select one of the available reports to either preview on the

screen or to print out.
You also have some settings to control the zoom/width/number of pages etc..
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71 Evacuation Report
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In the event of an emergency you can click select the Evacuation report to quickly preview
and print out a report of all visitors currently checked-in.

The Evacuation report shows the key information for each person currently checked-in, this
includes the following.

Visitor Shows the visitors name

Mobile phone  Shows the persons mobile phone number

Location Shows the building, lobby and room for the event

Disability If the person is disabled then their disability will be shown

Photo Shows the persons photo

Event Shows the event that the person is attending, otherwise it will show
Incidental visit

Host Shows whether the person is the host of an event or not

The evacuation report can either be printed or exported to a .csv/.xlsx file using the
corresponding buttons in the ribbon.
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7.2

Event Invitees
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The Event Invitees report allows you to select any event and see a list of all Invitees for that
event, their check-in/check-out dates and a description of their visit.
The report can either be printed or exported to a .csv/.xlIsx file using the corresponding

buttons in the ribbon.
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7.3 Lobby Activity
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The Lobby-activity report allows you to select any of the defined lobbies and see a history
of all activity, the visitor name, event name and check-in/check-out dates/times.

The report can either be printed or exported to a .csv/.xlIsx file using the corresponding
buttons in the ribbon.
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7.4 Top Visitors
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The Top visitors report shows you the 16 most frequent visitors, the number of visits each
visitor has made, the company they are representing and the last check-in/check-out dates.

The report can either be printed or exported to a .csv/.xlIsx file using the corresponding
buttons in the ribbon.
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7.5 \Visitor History
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The Visitor History report allows you to select any visitor and see a history of all their visits
including check-in/check-out dates and a description of their visit.

The report can either be printed or exported to a .csv/.xlIsx file using the corresponding
buttons in the ribbon.
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Working With Assist
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With the release of CardExchange ® Visitor we bring unique innovation to your desktop by
offering everything that you need to produce cards in a fast and secure way at hand in
CardExchange® Visitor Assist.

Help, Forum, Videos, etc,, it is all available in this section of your CardExchange ® Visitor
product. When you enter the Assist view by selecting the corresponding view, you will
directly see an Outlook style interface showing on the left the available news items and on
the right the content of this news item.

CardExchange ® Visitor uses this section to keep you informed about new updates and
release plans so you will always be able to run the latest version. But also the reseller who

has sold the product to you will keep you informed about his latest and greatest.

Take a look at the separate subjects and see how this is going to benefit you!
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8.1 Help
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You have access to the online help file directly by clicking on the Help button indicated
with in blue.

CardExchange™ Visitar Help
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Our online Help files are always up to date and contain examples with each available
functionality. On the left side you see all the available and selectable subjects, and on the
right the content of the selected subject. Of course you need to have an online internet
connection. When no internet connection is available, the internal Help file will be loaded:

We always strive to have the internal Help file updated to with the latest release but unfortunately we cannot
guarantee this.

8.2 Forum

W CaroExchann =™ Vistor Siand e
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8.3

Unique for our industry is our end-user forum. On this forum you can find information from
and by other users of CardExchange® Visitor.

CARDEXCHANGE™ FORUM  searcH
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Take a look at all the recent topics and search for solutions you need. Is your solution not
available, just register yourself and post it on the forum. Besides other high level users of
CardExchange® Visitor, all our support and our developers are answering forum questions.

Are you looking for answers and solutions? This is the place to be. Don't forget, by posting
your questions you are not only helping yourself, you are also helping other users of
CardExchange® Visitor!

Video Tutorials

P CardExchange™ Visitor Standard
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8.4

Sometimes it is handy to see how things are done in stead of reading text or other
information. Therefore CardExchange ® Visitor offers a large selection of How-To Videos in
our Video Tutorials section.

WhCardExchange” wovew | memcse | osuRoRT

Installation and Activaton Entry Lava| fremiurm Levet Professional Level

In this section you can find videos about installing CardExchange® Visitor, activating
your license, Adding new visitors, creating new events, taking photos, etc.

Remote Support

W CardErcharga # Victor Rsinass
Hinme Liate Fhaotas Signaiures Biometnce Lonfiguiaton Wiy AsEist

COXUEA BDadh © O Wh(CardExchange
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For customers with an active CardExchange® Assist Premium software support plan, we
offer the possibility to directly launch a remote support session with us from the Assist tab.

You will need to contact our support department first to arrange this with an available
technical support representative.
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After clicking the remote support button, the disclaimer will be displayed. If happy you can

click on accept.
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8.5

Bl ciassist - X

. Allow Remote Control % ‘

s73-186-272

Your Name Here

Support Required

Cancel

[ ] !!.E-.‘jd:y‘ to connect (secure connection)

You can then specify your name and a description for the remote session if desired. Once
the technical support representative is ready they will initiate the connection automatically.

Activation Window

W CandEwchanoa™ Visitoe Staindand
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In the section Activation and Registrationl 161 we have explained how you activate your new
CardExchange ® Producer license. When you decided that you want to upgrade to a higher
edition, and you have ordered the upgrade, you have probably received a new serial
number and activation code via email from your reseller.
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To get to the higher edition, you will have to activate the new license first. To activate your
upgrade, click in the Activation Window button indicated and the CardExchange® Visitor
License Activation Wizard will start.

¥ CardExchange™ Visitor License Activation Wizard = | % 8

3JNpoJd '‘apoiu3 ‘p3au

[ Advanced »»_|

Welcome to the CardExchange™ Visitor License Activation Wizard.
In this wizard you will be able to activate and register your
CardExchange™ Visitor license. By registering your license you make
sure that you are being informed about updates and new releases.

Please provide vour serial number and activation code in the fields
below. If you have received an activation file (* AUT) or an activated
license file (*.LIC), click on the advanced button and select your file.

Serial number:
12345

Activation code:
_12345—12345—72345—12345—12345—1234S—MEB| J

Machine ID:
10-221DC |

IMPORTANT! Your license can only be activated on a single
computer. Do not activate your license on a computer that is only
used for testing. The demo version offers all CardExchange™ Visitor
functionality free for 42 days.

Cancel || < Back H Activate Finish

Enter the serial number and activation code into the text boxes and click on Activate to

start the process.
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{ Cardexchange™ Visitor License Activation Wizard
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It is recommended that you register your CardExchange™ Visitor
license. By registering your license you make sure that you will be
infoermed about new functionality and upcoming releases.

| Yes, | want to register my CardExchange™ Visitor license

Campany narme:
Contact person;
E-mail address:
Address.

ZIP code:

City:.

Country:

Phaone number:

Fax number (optional):

Printer brand:
Campany type:
Preferred language:

Alias for forum,

CardExchange Solutions, Inc.

CardExchange User

sales@cardexchangesolutions.com

201 Sand Creek Road, Suite H

94513

Brentwood

United States

925 529 4959

Other b
Other >
English .

Mr [CardExchange User

Cancel ‘

< Back | Mext =

Finish

If needed you can make changes to your previous registration information, if not, click Next

to proceed.
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S CardExchange™ Visilor License Activation Wizard = J hd

After activating your license, CardExchange™ Visitor offers 30 days
of Enterprise Trial Functionality. This enables you to familiarize
yourself with our higher editions. f you do not want to use this
option, please uncheck the box below. Trial functionality can be
disabled any time via the main CardExchange™ Visitor window.

| Yes, | want to have 30 days Enterprise Trial Functionality

Would you like to be contacted?

Please cantact me by e-mail
/] Please contact me by phone

- When would you like te be contacted?

R 15/4/2016 &
v
m
=
n
o
ol
i
9
o Subscribe to our Mewsletter to be notified of any updates and
- E’ important information regarding your software
m]
. m
b

I Cancel || < Back !I Next > “_quh |

If you would like to be contacted, just select how and when, and your reseller will contact
you on the preferred date selected. You can also change your subscription to our
newsletter.

Click Next to proceed to the Final page of the activation process.
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{ W Cardexchange™ Visitor License Activation Wizard = 1 b

Your activation process is complete, Please click Finish to close the
activation wizard and launch CardExchange™ Visitor.

As you are getting familiar with CardExchange™ Visitor, you may
have some questions. Flease feel free to visit our online help videos
as well as our customer forum at http://
forum.cardexchangesolutions.com.

Thank you for choosing Cardexchange™ Visitor.
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‘ Cantel_‘l < Back |‘ Next > _FF_HEI_

When you click on Finish, the dialog below will pop up prompting you to restart.
Click on OK to confirm and restart CardExchange ® Visitor.
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8.6 Register License

| % CasdExcharge™ Visitor Standard
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When you have registered your software, you can always update your registration
information. Click on the Register License button indicated and CardExchange® Visitor
License Activation Wizard will start.

| CardExchange™ Visitor License Activation Wizard = 1 X

It is recommended that you register your CardExchange™ Visitor
license. By registering your lcense you make sure that you will be
informed about new functionality and upceming releases.

+ | Yes, | want to register my CardExchange™ Visitor license

Company narne: -Card Exchange Salutions, Inc.
Contact person; CarcdExchange User

E-mail address: sales@cardexchangesolutions.com
Address: -201 Sand Creek Road, Suite H

ZIP code: 94513

City: Brentwood

Country: United States

Phone number: -925 529 4939

Fax number (optional):

Printer brand: Other v
Company type: Other v
Preferred language: English vl
Alias for forum; i FCardExchange User

8
7
:
:
3
2

Cancel < Back | Mext = Finish
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The registration process is a part of the activation process and therefore the same process
is used. It does not effect your license information, only your registration information.

Now change the information you want to change and proceed to the Next page when
done.

" CardExchange™ Visitor License Activatian Wizard = [ >

After activating your license, CardExchange™ Visitor offers 30 davs
of Enterprise Trial Functionality. This enables you to familiarize
yourself with our higher editions. if you do not want to use this
oplion, please uncheck the box below. Trial functionality can be
disabled any time via the main CardExchange™ Visitor window,

| Yes, | want to have 30 daye Enterprise Trial Functionality

Would you like to be contacted?

Please contact me by e-mail
/| Please contact me by phone

aJnpoid ‘apoiu3 ‘Iauun]

When would you like to be contacted?

15/4/2016 |

Subscrbe to our Newsletter to be notified of any updates and
important information regarding your software

| Cancel || < Back II Next > “ Finish ‘

If you would like to be contacted, just select how and when, and your reseller will contact
you on the preferred date selected. You can also change your subscription to our
newsletter.

Click Next to proceed to the Final page of the Registration process.
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8.7

| ™ CardExchange™ Visitor License Activation Wizard = 1 P

Your activation process is complete, Please click Finish to close the
activation wizard and launch CardExchange™ Visitor.

As you are getting familiar with Cardexchange™ Visilor, you may
have some questions. Please feel free to visit our online help videos
as well as our customer forum at http://
forum.cardexchangesolutions.com.

Thank you for choosing CardExchange™ Visitor.
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Support Contract
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If you have purchased a CardExchange® Assist Premium support contract, you can activate
it by clicking the Support contract button under the Assist tab.
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™ CardExchange® Visitor Support Contract Activation — [l x

Welcome to the CardExchange @ Visitar Support Contract
Activation Wizard. In this wizard you will be able to activate and
register vour CardExchange 2 Visitor Suppart Contrach,

Please prowide your senial number and activation code in the Tields
below, If you have received an activation file [* AUT) or an activataed
license file (* LICY, click on the advanced buttan and select your file.

Serial number;

Activation code:
Machine Ik
0-221D0C

1 Adﬁanced > J

A
m
N
=
=]
=
=1
A
']
LA
w]

an

o
|

[Joddn

IMPORTAMT! Your support contract will be activated on the zerial

0id

number of this CardExchange ® Visitor Edition ic
activate this support contract if this is not the Car
Visitar license you want support for

| Cancel < Back Activate Flnish

LEmssssE EmEESSL.E SESESEARSEESOSE S5 S8 FESEEE S m SEEs SsEmEE o

Exchange®

B

You will be prompted to enter your serial number and activation code that you received
when purchasing the support plan.
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W CardExchanga® Yiitar Support Contract Activarion = (] S

CardExchange® Assist Support License Agreement

NOTICE TO USER; BY ACTIVATING THIS SUPPORT LICENSE AGREEMENT, YOU ACCEPT THESE
TERMS.

Thiz Support Licerses Agreememt ["SLA"), as a part of the CardExchange® Assist Program, is a legal
azreement between you (the puchaser andfor user} ["LICENSEE") -and CardExchange Solutions Inc., a
California corporabion (*CARDEXCHANGE") for the Software identified above and defined hereunder, By
activating this SLA, you agree to be bound by the terms of this agreement, PLEASE READ THIS
CONTRACT CARERULLY,

IF YOU DO NOT AGREE TO THE TERMS OF THIS AGREEMENT, DO NOT ACTIVATE THIS AGREEMERNT. You
nave received a seral number and activation code to activate your Support License Agreement. if this
informanen was mailad o you, retum the media envelope alang with the rest of the package 10 the
location where you obialned i within 20 days from purchace, Please note that, ar any tme, if we
datarming that you have abused, breached or violated the lattar, spirit, or intent of any of these tarms,
conditions, and guidelines, we reserve tha right in our sole discretion to terminate or suspend this
agreament wichout notice, penalty, or lablity of any kind 1o us.

1. DEFIMITIONS

1. "SLA" is the This Agresment is executed for providing Support services to the LICENSEE who has
activared the Support Level Agreement [“SLA"}, with CARDEXCHAMGE for use of a Licensed
Support Program

2. For the purpose of this Agreement, the Support Services and the terms shall be applicable as w
“LICENSEE" only after activating this Agreement

3. "Astivated” means an active SoHware license Agreement [SLA} offering CERssist Premium
Denehiz as avallable on CARDEXCHANGE's website.

4. "Current version™ means the version that Is highest in version number, i.e. when version 9 is
current, version 8 is not eligible for a Support Level Agreement,

2. TERM

1. Suppart License Agraemeant price: are subject to change without notice. The mast actual prices

1 1 have 1ead the contract and fully accept its terms and conditions

| Gancel <Bock | | New

Clicking on Activate will display the license agreement.
A copy of the terms can be found here[ss!
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{ % CardExchange® Visinos Suppart Contract Activation

= O s

It is recommended that you register your CardFachange & Gateway license. By registering your ficense you make surs

that you will be informed about new funcfionality and upcoming releases

+  Yes, | want to reglster my CardExchange® Gateway license

Compary name
Contact person:
Email address
Address;

ity

State {optional):
ZIF cods:
Cauntry:

Phone number,
Printar brand:
Company hype:

Alias for forum;

Cardexchange Solstions

Craig Bechellk

5L ppcrtl@ rardaxrhangesalutions com

201 Sand Creek Road, Sute H

Brenturood

A 34513

s

+1{925) 529-4999
Cithor

Other

Cralg Bechelli

Cancel |

< Bacdk | Mest = Fomh

Once you have checked the box to agree the terms and conditions you will be prompted to

register (Registration is mandatory for software support plans).

If you have already registered your CardExchange ® Producer license then the current
registration details will be displayed.
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¢ 0 Cardbschange® Vsior Support Cantract Activation — O x

After aclivaiing your license, CardExchanga® Yisiior gives you the opportuniy to hawe 3 30-day trisl of our Business
edition for free. This allows you to discover the functicnality inciuded in our higher editions. H you da not want to
have this option, please uncheck the bor below, Trial functionality can be disabled at any time via the main
CardExchange ® Visdor window,

s, | want to hawve 30 days Business Trial Functionality

Wil wou like ta ba contarted?
i_' Pieasa contact ma by e-mail

[ | Please contact me by phone

Wien would you liks to be confacted
[] Subserita to our Mewsletter to be notified of any updates and important irformation regarding your software i

| cancal || dBaJ:_i:_-} Naxt > Finsi

- A AEEE O AEETEE T AT B ARSI S §EEEEIEE EETEE AN EEESEEETE R 1N SN O B WA SEmESE O SImEE

Clicking on next will allow you to subscribe or unsubscribe from our newsletter.
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§ W Cardbscharge 8 Vistor Support Contract Activation — O 4

Y¥our activation process s completa. Please oick Finish to close the activation wizard and launch CardExchange®
Wisitor

Az you are getting famniliar with Cardexchange @ visitor, you may have some questions. Mleasa feal frea to visit our
website at bt pdtawe carderchengesolutions com to access online help files, support options, contact information
and mare.

Thank you for cheosing CardExchange ® Goteway

Cancal || < Back | Mt ~ Finish
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You then just need to click finish to complete the activation.
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W CardExchange® Visitor Y
The upgrade will only take effect after restarting Cardbxchange ® Visitor,

oK

8.7.1 Support License Agreement

CardExchange® Assist Support License Agreement

NOTICE TO USER: BY ACTIVATING THIS SUPPORT LICENSE AGREEMENT, YOU
ACCEPT THESE TERMS.

This Support Licenses Agreement ("SLA"), as a part of the CardExchange ® Assist
Program, is a legal agreement between you (the purchaser and/or user) (“LICENSEE") and
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CardExchange Solutions Inc., a California corporation ("CARDEXCHANGE") for the
Software identified above and defined hereunder. By activating this SLA, you agree to be
bound by the terms of this agreement. PLEASE READ THIS CONTRACT CAREFULLY.

IF YOU DO NOT AGREE TO THE TERMS OF THIS AGREEMENT, DO NOT
ACTIVATE THIS AGREEMENT.

You have received a serial number and activation code to activate your Support
License Agreement. If this information was mailed to you, return the media envelope

along with the rest of the package to the location where you obtained it within 30
days from purchase. Please note that, at any time, if we determine that you have

abused, breached or violated the letter, spirit, or intent of any of these terms,
conditions, and guidelines, we reserve the right in our sole discretion to terminate or

suspend this agreement without notice, penalty, or liability of any kind to us.

1. DEFINITIONS

1. "SLA" is the This Agreement is executed for providing Support services to the
LICENSEE who has activated the Support Level Agreement ("SLA"), with
CARDEXCHANGE for use of a Licensed Support Program.

2. For the purpose of this Agreement, the Support Services and the terms shall
be applicable as to “LICENSEE" only after activating this Agreement.

3. "Activated" means an active Software License Agreement (SLA) offering
CEAssist Premium Benefits as available on CARDEXCHANGE's website.

4. "Current version" means the version that is highest in version number, i.e.
when version 9 is current, version 8 is not eligible for a Support Level
Agreement.

2. TERM

1. Support License Agreement prices are subject to change without notice. The
most actual prices are always available in CARDEXCHANGE's web store.

2. This Support Level Agreement does not include installation or configuration
support.

3. Support Level Agreements (SLA) are only available for current versions of
CARDEXCHANGE's software products and custom services.

4. Support Level Agreements (SLA) are exclusively activated on the
CardExchange® Product and Edition. This SLA cannot be transferred to
another product serial number after activation.

5. The term of this Agreement shall commence on the date of activation and
shall remain in force for one (1) year. This Agreement will NOT automatically
be renewed! 30 days before the expiration of this agreement, the LICENSEE
will be notified of renewal options. LICENSEE renewal of this agreement
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before expiration this agreement expires, offers a discount of 10% on the
annual fee.

When this Support Level Agreements (SLA) is renewed before the
Anniversary date, the renewed agreement will be in force for one (1) year
plus the remaining time left of the moment of renewal until the Anniversary
date.

In the event that LICENSEE fails to renew the Annual Support Level
Agreement fee on or before the Anniversary Date, this Agreement shall be
deemed automatically terminated.

3. SUPPORT SERVICES

1.

EXCHANGE will provide LICENSEE with support services as described in our
Premium feature overview within business hours on Monday through Friday
between 7am and 8pm US Eastern Time, except on holidays.

. The support services under this SLA do not include any customizations,

modifications. It also does not include configuration and installation of the
software other than configuration to make the software work as indicated by
the software manual. EXCHANGE offers separate installation packages
pricing as well paid professional services.

4. RESPONSIBILITIES AND LIMITED WARRANTY

1.

The LICENSEE will conduct in a courteous and professional manner with
CARDEXCHANGE.

. The LICENSE will use the provided tools provided by CARDEXCHANGE to

maximize efficiency of this Agreement.

. The LICENSEE will use the channels for communication provided by

CARDEXCHANGE like support phone numbers, ticketing system, email
addresses, etc.

The LICENSE will provide accurate information about the company and
contact person during the activation process of the SLA.

. The LICENSE will update the contact information when changes in the

organization or contact person changes.

CARDEXCHANGE warrants that the Support Services will be provided in
conformance with the terms of this Agreement and CARDEXCHANGE does
not make any other warranties, whether expressed or implied, whether
regarding the performance of the Licensed Program or the services provided
under this Agreement.

LICENSEE agrees that CARDEXCHANGE has not warranted recovering any
data or other information contained in the Designated System.
CARDEXCHANGE shall not be liable for any loss of profits, loss of use,
business interruption, loss of data, cost of cover or any indirect, special,
incidental, exemplary, punitive or consequential damages of any kind in
connection with or arising out of the furnishing, performance or Use of the
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Licensed Program or services performed hereunder, whether alleged as a
breach of contract or tort conduct, including negligence even if advised of
the possibility of such damages. Subject to the foregoing and
notwithstanding anything to the contrary elsewhere contained, in no event
shall the maximum aggregate liability of CARDEXCHANGE in connection
with this Agreement exceed the Software Level Agreement fee paid by the
LICENSEE in the six (6) months preceding the claim.

8. Neither party shall be in default or otherwise liable for any delay in or failure
of its performance under this Agreement if such delay or failure arises by any
reasons beyond its reasonable control, including any act of God, any acts of
the common enemy, the elements, earthquakes, floods, fires, epidemics,
riots, failures or delay in transportation or communications or utilities, or any
act or failure to act by the other party or such other party’s officers,
employees, agents or contractors; provided, however, that lack of funds shall
not be deemed to be a reason beyond a party’s reasonable control.

5. WARRANTY DISCLAIMER

1. CARDEXCHANGE AND ITS SUPPLIERS DISCLAIM ALL WARRANTIES,
WHETHER EXPRESS, IMPLIED, OR OTHERWISE, INCLUDING WITHOUT
LIMITATION THE WARRANTIES OF MERCHANTABILITY, FITNESS FOR A
PARTICULAR PURPOSE, OR NON-INFRINGEMENT.

2. OUR SOFTWARE IS PROVIDED ON AN "“AS IS BASIS. YOU ASSUME THE
ENTIRE RISK AS TO THE QUALITY AND PERFORMANCE OF THE SOFTWARE.
SHOULD THE SOFTWARE PROVE DEFECTIVE, YOU ASSUME THE ENTIRE RISK
OR COST ASSOCIATED WITH SUCH DEFECT AND ANY SERVICE AND REPAIR.

CARDEXCHANGE AND ITS LICENSORS DO NOT WARRANT THAT THE
SOFTWARE IS FLAWLESS OR WILL OPERATE WITHOUT INTERRUPTION. THE
SOFTWARE IS NOT DESIGNED, INTENDED, OR LICENSED FOR USE IN
HAZARDOUS ENVIRONMENTS  REQUIRING  FAIL-SAFE  CONTROLS.
CARDEXCHANGE SPECIFICALLY DISCLAIMS ANY EXPRESS OR IMPLIED
WARRANTY OF FITNESS FOR SUCH PURPOSES.

6. LIMITATION AND RELEASE OF LIABILITY

1. In no event shall CARDEXCHANGE, its licensors, or its suppliers be liable to
you for any consequential, special, incidental, or indirect damages of any
kind arising out of the delivery, performance, or Use of the software, even if
CARDEXCHANGE or its licensors have been advised of the possibility of such
damages. You agree that the liability of CARDEXCHANGE and its licensors
for any claim, whether in contract, tort, or any other theory of liability will not
exceed the amount of the license fee paid by you.

7. EXCLUSION OF ALL DAMAGES
8.
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TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, IN NO EVENT SHALL
CARDEXCHANGE, ITS LICENSORS, OR ITS SUPPLIERS BE LIABLE FOR ANY

CONSEQUENTIAL, INCIDENTAL, DIRECT, INDIRECT, SPECIAL, PUNITIVE, OR OTHER
DAMAGES WHATSOEVER (INCLUDING, WITHOUT LIMITATION, DAMAGES FOR ANY

INJURY TO PERSON OR PROPERTY, DAMAGES FOR LOSS OF BUSINESS
INTERRUPTION, PROFITS, LOSS OF BUSINESS DATA, FOR NEGLIGENCE, OR FOR ANY OTHER
LOSS WHATSOEVER) ARISING OUT OF OR IN ANY WAY RELATED TO THE USE OF OR
INABILITY TO USE THE SOFTWARE, WHETHER BASED IN CONTRACT, TORT, NEGLIGENCE,

STRICT LIABILITY OR OTHERWISE, EVEN IF CARDEXCHANGE, ITS LICENSORS, OR
ANY SUPPLIER HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. THIS

EXCLUSION OF DAMAGES SHALL BE EFFECTIVE EVEN IF ANY REMEDY FAILS OF ITS
ESSENTIAL PURPOSE.

9. ASSIGNMENT AND AMENDMENT

LICENSEE may assign its obligations under this Agreement to a third party individual
or entity subject to the prior written consent of CARDEXCHANGE. No amendment to  this
Agreement shall be valid unless the same is in writing and signed by both parties. Both
parties agree that they are not bound to any oral representations and warranties
made concerning the services under this Agreement.

10.APPLICABLE LAW AND DISPUTES

1. This SLA, and any further agreements resulting therefrom, including any
question regarding the existence, validity, or termination thereof, shall
exclusively be governed by and construed in accordance with California law
without regard to any choice of law rules thereunder.

2. All disputes arising in connection with this agreement, or any further
agreements resulting therefrom, including any question regarding the
existence, validity or termination thereof, shall be submitted to the exclusive
jurisdiction of the Contra Costa County, California, courts.  The parties
further agree that this Agreement was entered into in Contra Costa County,
and is to be performed in Contra Costa County.

11.PRIVACY POLICY
1. USE OF DATA

When you download, use, or activate our Software or Support License Agreement
(SLA), browse our website, or participate in our online forums, your IP address, the time
and duration of your visit and use, the web browser you are using, the pages you
view, and other information like how you are using the software, are sent to our servers.
This information can be used to compile statistical reports about how you use our
products and our website in order to improve our products, services, and support. If you
choose to register for our forums, a valid email address is required. Our forums are
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moderated, and we reserve the right to remove anything we deem inappropriate and to
restrict or delete any user account being used inappropriately.

2. FRAUD/PIRACY

We aim to keep your information safe. Credit card fraud, identity theft, and software
piracy will not be tolerated. We may release any information necessary to comply with
the law, protect our software licenses, and foremost to protect our valued
customers. We will also work with law enforcement and fraud/credit agencies to ensure the
safety of your information.

Should you have any questions concerning this SLA please contact us via:

Email: sla@cardexchangesolutions.com
Web: http://cardexchangesolutions.com/sla

First Edition © CardExchange Solutions Inc. 2016

About CardExchange® Visitor

| e Candl Charge™ Wisitoe Stindard
e | I-'.';q (B0 TR e ® iy O X
o OQQ b e © ' WhCardExchange
Refrech Help  Forum  Widee Activation Register Compare About

SOLUTIONS

futorials windowr  license aditions CardExchange™ Visitor

Sometimes when you need support you will be asked which edition and version you are
running of CardExchange ® Visitor. All this type of information can be found in the About
CardExchange® Visitor section. Just click on the button indicated , and the window below
will be presented:
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™ About CardExchange™ Visitar x

CardExchange™ Visitor Standard 1.0.3.6
Client eode: 2
serial number 79675
Machine ID: 10-221DC

Clﬁr}yﬁghl L Cardexcha I"IIQE Solutians 2016
All rights reserved

In this window you can find the edition and version you are running. This can be important
to see if you are running the latest version with regards to solved bugs.

You also can see your serial number which enables us or your reseller to request your
activation code, if needed. It also contains the Client code of your license. The Client code
indicated who has supplied your license. Last but least, it shows the Machine ID, the digital
fingerprint of your computer for your CardExchange ® Visitor license.

o CardExchange™ Visitor Standard

N AN (AL el [] : .
C Qom b & © O WCardExchange

turtoniots window  hoonse editioris: CardExchange™ Visttor SOLUTIONS

When you are running an Enter edition for example and you would like to know what type
of functionality is offered in other editions of CardExchange® Visitor, just click on the
Compare editions button indicated and it will bring you to the Compare editions section
on our website:
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Here you can see all the offered functionality available for each separate edition.

8.9 ContactInformation

| ™ CardExchange™ Visitar Standard

H Asnst
— DL D :
R.ehf:::h :Fr; ‘:r:rran ‘.ﬁ .ﬁr.:gn Rnr;l.i:cr ‘_'orlr.;a-'c ACIJQ \k\}.CB [d Ex E h a n g E

(R T winedow  license e CardEvchangs™ Visiior SOLUTIONS

All CardExchange® Visitor Resellers and Distributors have a long history in the Visitor
Management market and can advice and help you to make the right choices. But
unfortunately it is not always easy to know for the user of our software who supplied the
software and were to go to for support.

With the release of CardExchange® Visitor we have solved that problem for you. At the
section indicated you always find one button, this button contains the Company Logo of
the CardExchange ® Visitor partner that supplied you the software and if you click on the
button, it will directly take you to their home page so you can find their contact
information.
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When applicable, in the same section you can find a second button, that will take you
directly to the web shop of our partner so you can buy upgrades, supplies, etc.

Together with all the other functionality offered in our Assist section, we strive to offer high
quality with high service without limitations.
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Using the Card Designer

With CardExchange® Visitor we use the same powerful designer interface that we
developed for CardExchange ® Producer. This card designer follows the latest Windows
technology and is completely developed under the Windows Presentation Foundation
(WPF) platform. For printing graphically, XPS printing technology is used.

k.

Home Inzert Pege fayoul e Service center O
i R = . n
D 4 ¥ Segoe U =y = ' i f
2aCopy - . T Imsge A
Pasn Lot Froperies
nld E : ‘ . page M Cther *

| Pages  Qulling | Data
- z Default template —_—
ﬁ . B =
| o' = Tad Torres | ==
——
——
==
p—

The interface look and feel follows the latest Windows and Office look and feel. For the
setup of the functionality we have chosen to follow flow of Microsoft PowerPoint which will
make it very easy to find your way inside of CardExchange® Producer Designer.

CardExchange® Producer Designer is integrated in all editions of CardExchange ® Visitor.
When clicking on Card Designer, the CardExchange ® Producer Designer will open
mentioning the edition used, showing in Configuration Mode.

As the edition of CardExchange® Visitor increases it will include a higher edition of
CardExchange ® Producer Designer, it is also possible to have a higher edition of
CardExchange® Producer Designer with lower editions of CardExchange ® Visitor with a
valid license.
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So for example you could have CardExchange ® Visitor Standard edition along with a
CardExchange® Producer Professional license, this would allow you to use conditional
layouts in the Standard edition of CardExchange® Visitor. Or you could have a
CardExchange® Visitor Standard edition with a CardExchange ® Producer Ultimate license
to allow you to use contactless encoding.

In this "Using the Card Designer" section of the manual we will refer to the editions of
CardExchange® Producer.

The following is a guide to the CardExchange® Producer Designer functionality that is
available as default in each edition of CardExchange Visitor®.

CardExchange® Visitor Edition CardExchange ® Producer Designer Features

Enter Go
Standard Premium
Business Professional
Enterprise Ultimate

All configuration is done in the Card Designer via easy drag and drop functionality (click
functionality and drag it to the card design, the need for creating variables is limited to
only very specific functionality like scripting (Available only in the Ultimate Edition).

Talking about scripting, the Card Designer (Ultimate Edition) contains full Python scripting
language. General information about Python can be found by CLICKING HERE. For more
detailed information about Python please CLICK HERE.
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9.1

Fages Outline Data

Layoutl

1 Dbl dmmplote

911 Pages

Pages Outline  Data

Layoutl

1 Dt tmmplnie

Explorer Menu

Just like in the Main Interface[23) the Card Designer also contains
an Explorer menu. Also here the Explorer Menu is based on the
Explorer Menu as it is available in Microsoft® PowerPoint.

This Explorer Menu contains three tabs which are described in sub
sections of this Help file.

The Explorer Menu gives an overview of all your created layouts,
pages, connected data, etc.

When selecting the Page tab (default) all available and created
Layouts and the available pages per layout are shown.

Simply click on the page or the layout header to select. Specific
settings for the available Layouts can found in the Page Setup/zz]
section of this Help file.

How to Add Layouts@ and Pages@ can be found in these
specific sections.
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9.1.2 Outline

Pages Outline | Data When the Outline tab is selected you find a quick overview of all
. the available objects on the pages, in the Layouts, in the
4 Layoutl
4 Pagel Template.
Title
Photo It is presented as a tree view and by hovering over each available
Mar~ — object, a preview of the object is shown like in the screen shot,
Hurrl hovering over the Photo object shows the preview of the Photo.
UprJ

Bard

9.1.3 Data
Pages | Cutline | Dats The Data tab is offering, depending on the edition used, four sub
| ceGateway tabs:
Address

ArrivalStatus
Blacklisted
Car

City

e Database columns]ss]
e Manual Entries/s:)
e Variables[s7]

Country . . -
criikdtuRe Not all tabs are available in every edition.
Description

Cisability

Lisabled

DOoB

Email

EscortRequired

EscortService

Firstidame

D

LastNarme

LicensePlate

MohileP hone

MedifiedDate

Bhinnahlumbar

Dm_bm wlun_'ms

© 2020 CardExchange Solutions, Inc.



318

CardExchange® Visitor Manual

9.1.3.1

Database Columns

Pages | Outline | Dats

| ceGateway

Address
Arrivalstatus
Blacklisted
Car

City

Country
CreatedDate
Description
Cisabihty
Disabled

DOk

Email
EscortRequired
EscortService
FirstName

D

LastName
LicensePlate
MobilePhone
MeodifiedDate

Bhnnablumber

Dﬂa_bm wlun_'ms

This tab contains all the available columns of the connected

database.

Simply select the item and drag and drop it on your card design.
Specific Properties can be set in the Properties[z«7l window.
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9.1.3.2 Manual Entries

9.2

Pages | Outline | Data All defined Manual entries are available in the Manual entries tab.
Manual entries You can drag and drop these fields onto your Page layout.
Ma-‘lurllF"ﬂrw

Please visit the Manual Entries[s#] section of this Help file for
more information about creating and configuring Manual Entries.

Database columns

Manual entries

Ribbon Overview

m Heme  Inget Pagelayout  Wiew  Senvice cenfer
Cut & Bk dring forward = . . = — { Tet -
= K . . L/~ e iH e O i /

44 Copy '] 5end backward = - T =% image
Pasle Lorbeny 2 & # £ Layout Properiies
lanment = FE fo page > Raknte " % A B1F Other =
alignme P9 [ Page

Following the structure of Microsoft® Office, the Home tab reflects all the most common
functionality needed.

Clipboard functionality for easy Copy, Cut, and Pasting. In the Font group you can easily set
the font type, size, color, and outline the text.

CardExchange ® Producer offers almost unlimited possibilities to outline your text and
objects. Also borders can be easily set and colors can chosen.

The main objects for inserting are also available from the Home tab in the Insert group.
Last but not least, the Propertiesm window is called from the Home tab too.
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It is also possible to minimize the ribbon if you need more space on your design because
you are using a smaller screen.

R——
“ Home Irsem Page layout sy Service Cenler

Shenw CQuick fcress Tookar sheve the Ribsban

£ et @g‘ [ Bring forwar; g Teod
s e Lo
Tkam the Ribibos
HaCopy - 1 Sened e kowis sl h v = lmage /-.
Fasta Conivent = & Lidait £ Properies
| ahgnment = [l Fitho page S Aotate = ="l5 * page.  BMIDHer -

Right mouse click on one of the available tabs to open the context menu and select
Minimize the Ribbon.

W Defaultoedy - CardEacha rgie™ Producer Premmum (Conbguration Modis]

u Homa Insert Page-leyour View Service center

Pages | Outhine | DA

| Manual entries
ManuziEntry

_Default template

Now you only see the headers of the tabs and more space is offered. Clicking on the tab
will have the Ribbon information expand. After selecting the functionality it will close
again.

To restore the Ribbon, simple right mouse click on one of the tabs and deselect Minimize
the Ribbon from the context menu.

9.21 Insert

_— s # Home Insert Page layout Wiew Service center

' T Sl Il || FIEE | Rectangle
¥ | = =iz O ‘Ellipse

Layout Text Image Linear bar 20 bar 1o

page code tode .~ Line
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Just like in the Home tab, objects can be selected here.

When running a Professional or higher edition, it is also possible to add an extra Layout
which needs to be selected here. When using multiple layouts you can set a condition for
each layout to be automatically shown based on the value of a database column.

Via the Insert tab you can insert the following objects:

° M@

e Images|ss)

e 1D Barcodes|ss)
o 2D Barcodes]s7]
o Rectangles«l

. Ellipses|4_o<ﬁ

e Lines| o]

IMPORTANT! The Layout button is not available in the Go and Premium Edition. Multiple Layouts are supported from
Professional and higher.

9.2.2 Page Layout

E Home Insert Fage layout View Service center
= + | Printable L
S &

! Backside e
Margins. Orientation Backgrownd

Magnetic stripe

The Page Layout tab reflects the first tab (Page) of the Page Setup window. If you want to
add a Background color or Background Image, you can add this via the Background button.
More information about the Page Setup can be found in the "Page Setupl«:!" section from
this Help file. More information about how to use Backgrounds, please refer to our "Using
Backgrounds|=3!" section of our Help file.

9.23 View

!g Home Insert Page layout View Service center

] e Fit template. 37 Inches
X Y : _
= . Fit width &, Centimeters
foom  Zoom 100 o o
in aut % Fit height L Pixels

When the View tab is selected, you find two different groups:

Group Function(s) Description
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9.24

Zoom in
Zoom out
100%

Fit template
Fit width

Zoom

Fit height

Options Language

Inches
Centimeters
Pixel

Service Center

E Harne Insert
E \ :g ilun-

Refresh Help  Forum  Wideo
tutorials

Page layout

Activation  Regester
wirsdow

Zoom in on the current page

Zoom out on the current page

Zoom to 100%

Zooms the page that it fits the window

Zooms the page that the width of the page fits the width of
the window

Zooms the page that height of the page fits the height of
the window

Change the display language of the Designer (Designer
edition only)

Change the display units to inches

Change the display units to centimeters

Change the display units to pixels

View Service center

= | g WhCardExchange
Compare About SOLUTIONS
license editions CardExchange

The Service Center tab is organized in different groups with specific functionality.
This is the same as for the Assist tab in the main interface but this time focused around
CardExchange® Producer Designer.

Description

Refreshes the available news items

Opens this online help file

Opens our FREE End-User Support Forum
Opens our website at the How-To Video section

Activation Window/1610pens the Activation Wizard window

Opens the Registration Wizard Window
Opens the website at the compare editions section

About CardExchange Opens the About dialog containing license and

Group Function(s)
Refresh  Refresh
Help Help

Forum

Video Tutorials
Licensing

Reqister License[ 16]
About Compare editions
[Vendor] Vendor

Vendor store

machinelD info
Opens the vendor's website
Opens the vendor's web store (if applicable)

For more detailed information about the Service Center, please visit the "Assist|221" section of this Help file...
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9.3 Page Setup

o Default.cedx - Cardexchange™ Producer Premium (Configuration Mode)

Recent documents
H Save

1 Detault.cedx
w Print »

Page setup |

&2 eport b
o About CardExchange i

. } Exit

To start the Page Setup window, click on the Page Setup button in the Main Menulss1
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I W Pagoe sotu

Page | Template
Margins
Left. (000"

Top:  |0.00"

Orientation
@ |andscape

) Portrait

Print options

| Printable

[ ] Backside

[ | magnetic stripe

Right: 0.00"

Bottam: 000"

() Landscape (rotated)

) Portrait (rotated)

oK

Cancel
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9.31 Page

Page Template
Margins
Left: o.on"

Top: 0.00"

Orientation
® Landscape

) Portrait

Print options
] Printable
[ ] Backside

[] Magnetic stripe

Right: 0.00"

Bottom: 0.00"

_} Landscape (rotated)

) Portrait iratated)

[ ok

J| Cancel ‘

325

For each selected page in your layout, specific settings can be made. For example, if you
are having a double sided print with two pages, the front page can be set to Landscape
and the backside can be set to Portrait.

Margins

e Enter the page margins

Orientation

e Change the orientation for landscape or portrait

Print options

e Set the print options for the layout
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e Select printable for graphical printing the page
e Select or deselect Backside to print or not print the backside
e Select magnetic stripe if magnetic encoding is used
9.3.2 Template
[ % page: Bl

Page Template

Card size

Printer: Microsaft XPS Dacument Writer ¥
Card size: Custom size i
‘Width! i

Height: 339"

Rows and calumns

Mumber of columns. 1
Mumber af rows, 1
Print options

[ Print backside first
[ ] Print last card first
[« Brint using the GD|+ print engins o
(/1 Enabled pre-rendering of objects into the background image ©

[ Send 1o printer as bitmap DPE 300

‘ Ok | Cancel

Every Card (Template) designed with CardExchange® Producer can contain multiple
layouts and multiple pages. Each Layout[s2 and Pagelsl can have it specific settings but
the template itself holds some specific information like the connected printer being used to
print the different pages.

In this section you can define all the specific template settings like selecting the printer
being used, card size, etc,;
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Card size
¢ Printer - Select the printer to be used
e Card size - Select the specific card size

e Width, Height - Enter custom card sizes

Rows and columns

e In this section you can define how many columns and rows need to be printed on
one page. If you set the Number of rows to 3, 3 records will be printed on, for
example, the front page of the card. This technology can be used to print multiple
records for, for example, the use of breakable cards. See more information about
how to use Rows and Columns|s:1

Print options

e Print backside first - Select this option if the backside of the card needs to be
printed first

e Print last card first - Select this option if you want to print the last card from the
batch first

e Print using the GDI+ print engine - Select this option for non-compatible XPS
printers to ensure highest print quality. For more information CLICK HEREs27]

e Enabled pre-rendering of objects into the background image - For more
information CLICK HERE[sz]

e Send to printer as bitmap - Select this option if you want to have CardExchange ®
Producer create a bitmap image first and send it to the printer in stead of sending
all objects separately

9.3.2.1 Using GDI+ Printing

CardExchange ® Producer is developed using the latest Microsoft technology and uses their
XPS printing engine for printing. XPS is the technology that has mostly replaced the printer
driver technology as it has been used since the beginning of Windows.

Unfortunately not all ID card printer manufacturers supply drivers that support XPS
technology. Therefore CardExchange® Producer also offers a GDI+ print engine.
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9.3.2.2

When ID card printers do not support XPS printing can this result in bad quality of images
and problems with resin printing, to prevent this the GDI+ printing support is enabled as
default.

As CardExchange® Producer uses advanced graphical objects that sometimes are not

supported by GDI+, you can use this technology in combination with Pre-rendering[s»! of
objects.

If your printer supports XPS printing then it is recommended to uncheck both the options
below:

e "Print using the GDI+ print engine"
¢ "Enable pre-rendering of background objects"

Pre-rendering of Objects

This option enables pre-rendering of objects into the background image of the layout
page. When selected, all objects that have been flagged for pre-rendering, together with
the background image or brush of the layout page, will be rendered to a bitmap image
and sent as such to the printer.

By default, only image objects are flagged for pre-rendering, but on the Visibility[# tab of
the Properties window, pre-rendering can be enabled or disabled for any individual object.
Pre-rendering is needed when printing via GDI+ if your design uses graphics that are not
supported by the GDI+ print engine.

Pre-rendered objects will always show behind any other objects in the printed result, even if
that is not the case on the preview.
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9.3.3 Expressions

| N

Page Template | Expressions | Variahles

Layout properties

Layout condition:

Layoul-page properlies
Background
Padding:

Page orientation

Macro commands

Functinns

| &dd macro command

The CardExchange® Producer Designer integrates a powerful script language that offers

users a high level of flexibility when it comes to personalizing their card layouts. Instead of

assigning fixed values to layout or layout-page properties, it is possible to control their
values through expressions that yield different results in different circumstances. For
example, CardExchange ® Producer can inspect a field in the database and then decide to

set a different background color, or even show a completely different card layout.

The Expressions tab of the page-setup window allows for specifying expressions for the

layout condition, a number of layout-page properties and any number macro commands.
The layout condition is available for the Professional and Ultimate editions. The layout-
page properties and the macro commands are only available in the Ultimate edition.
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Expressions are written in IronPython (see http://ironpython.net), which is the .NET
implementation of Python, (see http://www.python.org). Since the documentation of Python
is publicly available on these websites, this help file will limit itself to explaining how
Python can be used within CardExchange® Producer and giving some practical examples.

Layout condition

When a card template consists of multiple layouts, the layout-condition property can be
used to determine whether a layout applies or not. Imagine, for example, that the template
has two layouts and that we type

layout =="A'

for the layout condition of the first layout. When pressing the Enter or Tab key or clicking
OK, CardExchange® Producer will detect that a new variable called 'layout’ was introduced
and prompt for a default value. You could set the default value to 'A’, as shown in the
screen shot below.

Now close the page-setup window, select the second layout and open the page-setup
window again. Type in the Expressions tab the layout condition

layout == 'B'

CardExchange® Producer will not prompt for a default value anymore, because the
variable 'layout' is already part of the variables collection. Now, when you close the
designer, open the mappings window and map the Visible item 'layout' to a field in the
database, the first layout will be shown for records that have the value ‘A" in that field, while
the second layout will only show if that field contains 'B'".

Layout conditions can be controlled by expressions that are much more complex than this.
The expressions can contain functions and they can use multiple variables. It is possible to
define the layout conditions in such a way, that for some records multiple layouts apply and
for others no layout at all. CardExchange ® Producer will print multiple cards for the same
record if multiple layouts apply. If no layouts apply, CardExchange® Producer will skip the
record when executing a print batch.

Background

Three layout-page properties can be controlled by expressions: the background color, the
margins and the page orientation. Background colors are specified using HTML color
names (‘AliceBlue’, 'AntiqueWhite', 'Aqua’, etcetera) or using HTML color tags, for example,
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‘#FFCD853F, specifying the alpha, red, green and blue channels respectively. The simplest
way of getting a flexible background color is by just typing a variable name in the
expressions box, like

backgroundcolor

CardExchange ® Producer will prompt again for a default value, where you can type, for
example, 'AliceBlue’. In the mappings window, the variable name will appear among the
visible items and can be mapped to a database column that contains the desired color
name for each record.

If the color is determined by a flag that does not reflect the color name directly, it is
necessary to define a function in the Functions tab, like for example

def getcolor(flag):
if flag =="A"
return 'Red’
elif flag == 'B"
return 'Green'
else:
return 'Blue'

This function can be used in the expression for the background color by typing
getcolor(flag)

where the variable 'flag' should be mapped to a database column that can contain the
values 'A' or 'B'. As a result, CardExchange will show a red or green background if that
column contains the value 'A' or 'B' respectively. he background will be blue for all other
values.

Padding

The padding is the space between the edge of the card and the printed area, more
commonly designated as margin when talking about pages. It is not commonly controlled
by expressions. The result of the expressions should be either an integer value that specifies
the width of the margin in pixels, or a string containing two or four numbers, optionally
separated by a comma. The string '10 20" or '10,20' would set a margin of 10 pixels on the
left and right sides and a margin of 20 pixels to the top and bottom sides. The string '1 2 3
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4'or '1,2,3,4' would set a left margin of 1, a top margin of 2, a right margin of 3 and a
bottom margin of 4.

Page orientation

For the page orientation, it is still more unlikely that you want to control it with an
expression. The value that the expression should return are 'Landscape’, 'Portrait’,
'ReverseLandscape’ or 'ReversePortrait', where the last two refer to an orientation that has
been rotated 180 degrees.

Macro commands

Macro commands are text strings that are sent to the printer as printable characters, but
that are interpreted by the printer as special commands. The most common application of
macro commands is using them for magnetic encoding. The printer recognizes text strings
as macro commands by inspecting the first and sometimes the last characters. For example,
on certain printer brands, the string '~1%XXXXX?" is interpreted as a command to encode
the characters 'XXXXX' on track 1 of the magnetic stripe.

Although you could define macro commands for magnetic encoding in the Expressions tab
of the page-setup window, you normally will not do that, because it is much more user
friendly to enable the magnetic-stripe object in the Page-layout ribbon and configure it in
the properties window. However, some printers support other types of macro commands,
for example for defining holographic overlays, in which case you can manually add those
commands in the page-setup window.
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9.3.4 Variables

Page | Template | Expressions  Vanables | Functions
]
Variable: value [ ] Fy

Add variable |

; oK ! Cancel

When expressions are used to determine property values, CardExchange ® Producer detects
whether any variables were used in the expression. If so, it prompts for default values and
adds the variables to the template's variable collection. If you select the Data tab of the
Explorer Menu, the template's variables will appear and their values can be mapped to
external data, like database columns or manual entries.

The Variables tab in the page-setup window, lists the complete variable collection and
allows for following actions:

» Changing a variable name by clicking on it in the list and typing a new name. If you
rename a variable, be sure that you also adapt any expressions that are using that
variable.
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» Changing the default value of a variable by typing in the value box.

= Removing a variable by clicking on the button with the red cross. You should only do
this if you are sure that the variable is not being used by any expressions.

= Adding a new variable by clicking on the Add-variable button.

If you want the default value of a variable to represent an image, you can click in the image
button to show some additional controls that helps you defining the image.

The select-image button allows you to select an image file from the computer. The point-
to-file check box allows you to set the default value to the file path instead of the image
data.

When you hover over the image, you see two additional buttons that are for editing and
removing the image respectively. Please, note that edited images cannot be of the point-

to-file type. When you edit a point-to-file image, the point-to-file box will be unchecked
automatically. On the other hand, if you check the box for an edited image, the image will
revert to the original one.
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9.3.5 Functions

| N

Page | Template | Expressions | Variables | Functions

def getcolor(flag):

if Elag = "A':
recurn "Red'

21if flag — "B
Teturn "Gresn’
=l==:

r=turn "Blu="

335

The Functions tab in the expressions window shows a single text box where you can type

any global definitions you want to use in your Python scripts. When typing here, you need
to follow the Python syntax (see http://www.python.org). Normally, you will use this space
to define custom functions to be used in expressions. An example shown before was the

function we defined to determine the background color

def getcolor(flag):

if flag =="A"
return 'Red'

elif flag == 'B"

return '‘Green’
else:
return 'Blue'
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It is also possible to define global variables, that is, variables that can be used in
expressions or functions, but that will not be listed under the visible items. For example, we
could change the above function definition to

colorA = 'Red'
colorB = 'Green'
colorC = 'Blue'

def getcolor(flag):
if flag =="A"
return colorA
elif flag == 'B"
return colorB
else:
return colorC

To get a taste of the level of complexity you can achieve with custom functions, see the
below definition of a function that converts a string to name casing. It uses the regular-
expressions module of Python (see http://www.python.org for more information).

import re

def namecase(s):
return re.sub(\w+', capitalizematch, s)

def capitalizematch(m):
return capitalize(m.group(0))

def capitalize(s):
if len(s) > 1:
return s[:1].upper() + s[1:].lower()
elif len(s) ==
return s.upper()
else:
returns

With the name-case function, you can convert a string like JOHn SMith' into 'John Smith'.
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9.4 Magnetic Encoding

s ) .
N~ Home Insert Page layout MIFARE® View Service center
1= | Printabile :
iH o «
-t Backside -
Margins Orientation : Background
E 3 ¥ Magnetic stripe .

Magnetic encoding with CardExchange ® Producer is very easy to configure. Just check the
Magnetic stripe check box in the Page layout[=iltab or select Page Setup from the Menu.

Page Template | Expressions | Variables | Functions

Margins
Left 000" Right: 000"
Top: |0.00° Bottom: 000"

Dnentation

® Landscape () Landscape (rotated]
) Portrait "} Portrait (rotated)
Print options

|v#] Printable

[_] Backside

B! Magnetic stripe

Ok | Cancel

Select the Page tab and check the Magnetic stripe check box.
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m Homsa et Page layoul MIFARE® Yigw Somicg Cantr

«| Prntabio "
o 4 W Backsnde s =
Margine  Cmentahon Baekgronnd
- L + | Magnetc grips &

Fages Cwtline | Data

Layaut]

1 Oxtwsmierapien

Az .

)

In the Page design you now see a red magnetic stripe rectangle appearing as indicated.
Now make sure that you have the Properties[s7 window open and make sure the
Content[=s tab is selected and that the magnetic area on your page design is selected.

© 2020 CardExchange Solutions, Inc.



Using the Card Designer| 339

Databaze columns | Manual entries | Expressions | Wanables | Functions
Content | Position | Text | Border | Colors | visibility

Magnetic encoding
Track1:  Phil

Track2: 2

Track3: 1234567840
(v) Track 1;
(v) Track 2:

{ *:*l Track 3:

Microsoft XPS Document Wiiter | | Apply defaults |

7

Track 2: ] 7

Track 3:

Close

In the Properties window you now see three sections:
e Magnetic encoding
e Track 1, Track 2, and Track 3

e Start and stop sentinels

Magnetic encoding
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In this group, indicated with the red rectangle, you select which track you want to write to.
Just select the check box for each track to make it available. In the text box next to the
Track you can directly enter information (fixed value) or drag a database column into it. For
each selected track the track object, indicated in the rectangle, will become
available.

Track 1, Track 2, and Track 3

In this group, indicated with the rectangle you can set or change the information

that is being coded to the magnetic stripe. Click on the "' to expand the Track info.
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Database columns | Manual entries | Expressions | Variables | Functions

Magnetic encoding =
Track1:  Phil

¥ Track2: 2

Track 3: 12345678590

() Track 1;

FirstMarme.

Formatting options

Letter case: [I‘uhlntamnriglnals
Prefix:

[C] Always visible

Suffix: [T Always visible

'; | Track 2:

';' Track 3

Start and stop sentinels

Printer: | Microsoft XPS Document Writer > | | Apply defaults |

Track 1: ~15

iz

Close

Just like with normal objects, with the Magnetic Encoding you can also use the Standard
Object Typesm to connect.

Start and stop sentinels
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Database columns | Manual entries | Expressions I Variables | Functichs
Content | Position | Text | Border | Colors | Visibility

Magnetic encoding
¥ Track 1:  Phil

Track 2 2

[¥] Track 3: 1234567890

LN

) Track 1:

<)

| Track 2:

! '; Track 3:

Start and stop sentinels

Printer; Microsoft XPS Document Writer . | | Apply defaults

Track 1: 1% {
Track 2: =7 - 7

Track 3:

v

All ID Card Printers are using start and stop sentinels for moving the card into encoding
position. Although encoding of magnetic cards is based on an ISO standard, the commands
used are mostly different per manufacturers brand.

To make sure you are using the correct start and stop commands, the most common
commands are available via CardExchange ® Producer directly. Just select the printer you
are using from the printer drop down menu and click on Apply defaults.
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9.5

Rows and Columns

n Hoxm Insar
l: i Cut
d S LI
=4 Copy
Farite B i

Pages | Dutline . Data

Layauti

TleEanirg

»

Page | Templaie  Ewpregsions | vanshles | Functions

Cand siwe

Prifiter; Microsaft ¥PS Documend Witer

Cat] Lge Cushim fags
Width A59 e

Height: 541 cm

Faws ana columing
Wumbeer o coamng

Numiber of rows 3

Frint aptsans

I Prirt backside first

] Prirvt Bt card it

1 Prirt aiging the G0+ print engng
:" Erabled pre-rerdenng of aojscts mtothe n-'urxc;ml.n:'n

Serd {o printer as bEmap
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Wiew Service center
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If you are using specific start and stop sentinels, you can directly enter them into the text
boxes.

7o

Propartiss

WNCardExchange”

SOLUTIONS

240% i~

CardExchange ® Producer offers the possibility to print multiple records on a your card. This
can be very handy when printing, for example, breakable cards for key chains.

Select the Layout[+1] open the Page Setupl=3l window, and select the Template tab. Here
you can find the Rows and Columns section. Enter the amount of columns and rows you
want to use. For example, using one column and 3 rows will have the following print result:
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WNCardExchange”

SOLLUTIONS

WNCardExchange”

SOLUTIONS

WMCardExchange™

SOLUTIONS

Of course, because CardExchange® Producer supports Windows printers, you can also use

this to create face books for your A4 or Letter printers.

© 2020 CardExchange Solutions, Inc.



Using the Card Designer| 345

9.6 Templates

Pages Outline Data As you have read in the Designer Interface[«] section of this Help
" file, all your configuration is done in the Card Designer. Therefore
youtl .
] e the CardExchange® Producer Designer works based on
ardExchang e

templates.
Q - To understand how CardExchange ® Producer works, it is
important to take special note of this section of the Help file.

2
_ Basically every time you create a new card with CardExchange ®

Producer you are creating a new Template.

With the Designer you always create a new or open the selected

Template. But it is always ONE Template!
Layout2

1 CardExchanoe

Each Template can have have Multiple Layouts. In the screen shot

£ _ you see "Layout1" and "Layout2". These are the layouts inside the

template. Each layout can have it's own unique conditions like
Magnetic Encoding[= settings. By selecting the layout, you can
simply call the Page Setup[+3] window from the Main Menul=] to
set the specific conditions.

Each Template has always one ID Card Printer connected, one
Database connection, one MIFARE® Classic or DESFire
connection, one External Plug In, etc.

This offers very powerful functionality. Using Multiple Layouts
inside one Template makes if for example, possible to automatic
switch between the different available Layouts within the
Template. More information how to create this type of
functionality can be found in the Expressions|=] section of this
Help file.

More information about Layouts can be found in the "Adding
Layout(s)[ =" section of this Help file.

Each Layout can have Multiple Pages. You can have a Page for the Front Side, a Page for the
Back Side, but also a Page for a UV panel on the Front and/or a UV panel on the Back. Each
Page holds all the objects like text, image, barcode, etc., objects.
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9.7

Menu Overview

In the Main menu of the Designer you can find all common functionality needed to save,
print, etc., your card.

Primt »

Recent documents |
H Sawve
L alaull ce
‘ = |
=

Page setup

Fa

L rvport v

“ Abaout CardExchange

__J.‘ Exit

In the Designer menu you can load the page setup, print the template, and save the
template.

Available functionality

e Save Save the template and/or the modifications you made

Print This menu has three sub items:

Print (Select the printer, the amount of copies, etc.)

Quick Print (Send the template directly to the default
printer without making any changes)

Print preview (Preview and make changes to pages
before printing)

Opens the Page Setup window. More information about Page

* Page setup Setup can be found in the "Page Setup[s}" section of this Help
file
« Export This menu has five sub items and allows you to export the card
layout as an image. You can export different formats like BMP,
JPG, PNG, etc.
» About . . . o .
CardExchange® This opens the about window with version information of
Producer CardExchange® Producer
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o Exit This will exit the Card Designer and close the Configuration
mode

9.8 Variables

Pages Outline Data The variables in the CardExchange ® Producer designer can be
Variables used as input for Python scripts and their value can be mapped to
Yot for example a database column or a manual entry. Mappings are

made via the Content[=s tab in the Propertiesm window.

Please visit the Variables[«s] section of this Help file for more
information about using Variables.

Variables are available in the Ultimate edition.

Database columns
Variables

There are no unread news iems

9.9 Properties

!:.ﬂ Home | Ingert  Page layout View  Sannie oanter
| | d Cut = - ¢£2 Ehgring forward » . b = a 1 Tent f._

- saCopy e =: |Send backward = - '_I - image
Pasie Corber _ - o Lo
alignment = [T Fit to page ! Ratnte - i ihd page 3L Other =

Froperties

All objects used with the CardExchange® Producer Designer have way more properties as
shown in the Add Object window. All these properties are available in the Properties
Windows. Click on the Properties button in the Home tab to open. In the Properties
Window you can find specific properties for:

e Content|s)
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Positionl s

Border| s7)

Colors[s1

Visibilityl ses)

Database Columns|s2)
Manual Entries| )
Expressions]zzs)
Variables| s
Functions[s3)

N Properties =

Manual entries | MIFARE® Expressions

Variables

O x

Functions

Content | Position | Text | Border | Colors Visibility = Database columns

Phaota

Select database column

Column: Photo

Point-to-file options

Letter case Maimtain original
Image folder; Phiotos)
File extenzion jpg toint Photographic Experts Group)
Format MNone
Crap ratio

[+] Specify the desired crop ratio
Width:  |3.00 Height:  4.00

[ | Do not store any phetos in the database

e |
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9.9.1 Content

N Properties " = O "

Manual entries MIFARE® Expressions Variables Functions
Content | Position | Text | Border | Colors | Visibility = Database columns

Phata

Select database column

Column; Photo

{ Point-to-file optians

Letter case Maintain original

Image folder Photos

File exterizion Jpg toint Photographic Experts Group)
Farmat MNone

Crop ratio

[+f] Specify the desired crop ratio
Width: 3.00 Height:  4.00

[| Do nat store any photos in the database

[. Close ]

In the content tab you can enter information when you are using a Fixed Valuel+7 object.
This information will then be presented on the Page design in the Text[=7 object. Of course
when connected to a database, this Content tab will show the data from the connected
column. The box around the text area will be GREEN when it contains information coming
from a connected database, ORANGE when it contains Manual Entry information, and RED
when it contains information from Scripts. When using fixed text, it will have no color and
look like the screen shot.
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You can change the information by selecting a different Standard Object Typelsl But can
also be set for using photos, signatures, etc. More information can be found in the "Using
Images[ss!" section of this Help file.

In stead of selecting a Standard Object, the information can also simply be changed by
selecting a database column from the Data Menul= in the Explorer Menulsisland drag and
drop this field directly into the Content text area.

Formatting Options

A Properties = — m x

Manual entries MIFARE® Expressions Variables Functions
Content  Pasition | Text | Border | Colors | Visibility | Database columns

VISITOR-10003-20186

10 Number ot

Formatting options

Letter case: taintain original ¥
Prefix: YISITOR-1 M| Always visible
Suffix: -2016 [ ] Always visible
Farmat: Integer * | ld4 L7

[] Reverse byte order

Concatenate €3

[
| Close

The Content tab also offers the possibility to do some advanced formatting. In the
Formatting Options group you can set the Letter case for the content. You have four options
for the Letter case:

¢ Maintain Original - No changes to the original
e Lowercase - Makes the content Lowercase
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¢ Uppercase - Makes the content Uppercase
e Namecase - Makes all the first letters Uppercase

You can add a prefix and a suffix to your content and make it always visible. By default it is
unchecked which means that if there is no content available, for example from the
database, the prefix or suffix information will not shown.

You can also set the Format of the content. This can be handy if you want to make sure that
it is always a integer, date, text, etc., content. You can select the following Formats:

Date/Time
Decimal
Floating Point
Integer

¢ None

String

You can also format the content based on kinda script. For example in the screen shot we
entered 'd4'. That means that the content will be representing four digits. So if the value
from the database is 1, setting it to d4 will show 0001.

No bringing it all together, the screen shot with the specific settings will represent the
follow information on the card to be printed:
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‘es

2

00L£00005¢

!

I
| VISITOR-10003-2016

9 Properties = = (] X

M e D e R e EE mEiE

Manual entries | MIFARE® Expressions | Variables: | Functlons
Content | Position | Text | Border | Colers | Visibllity | Databass columns

VISITOR-10003-2016

1) ﬂumber =

Formatting options

Letter case: Maintain original ¥
Prefix: WISITOR-1 [] Always visible
Suffix; -2016 [ ] Always vicible
Format: Integer v (dd O

[ Reverse byte arder
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9.9.2 Position
N Praperties * = O b4

Manual entnes M| FARE @ Expressions Vanables Functions
Content | Position | Text | Border | Colors | Visibility | Database columns

Pasition and size

\f_ Left: 457 cm Left margin: 0,00 em

| Top: 417 cm Top margin: 0.00 em

o Width: 3.01 em Right margin: 0.00 em

<1 Heightt (053 e¢m Bottom margin:  0.00 cm
Alignment

Horizontal alignment: Stretch ¥
Vertical alignmemnt Stretch e
Stretch: None 2
Rotation

Retation angle: o®

In the Position tab you can set the specific position, sizes, and margins. Of course you this
reflects the position on the Page as you dragged and dropped it so what is the need. In
some situations you will have to set the positions, sizes, and margins based on specs
provided by the customers. In stead of trying to accomplish this with a very stable hand,
you can here directly enter the values.

Also the Horizontal and Vertical alignment can be set. Set the preferred stretch setting and,
if applicable, enter the rotation angle in degrees.
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993 Text
N Properties ¥ g (] b

Manual entries MIFARE ® Variables Functions

Content | Position Text | Border | Colors | Visibility | Database columns

Expressions

Font
segoe Ul v g w

B 7][Y]

Font stretch: Mormal v

Font weight MNomal ¥

Text layout
® Default
) Word wrap
1 Shrink to fit

(1 Customized text layout

Customized text layout

Maxaimum number of lines:
streten Mane
Stretch direction Down anly
Tent timming Maone

Lime height: Auto

In the Text tab you can set the Font Type and the Font Size in the Font Group. Besides the
alignment options, you can set the Font Stretch. The Font Stretch is not the same as the text
stretch because it determines the intense of the font when stretching while the standard
stretch just make sure the text fits in the text box. With the Font Stretch you can choose

from:

e Normal (Default)
¢ Ultra Condensed
¢ Extra Condensed
e Condensed
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¢ Semi Condensed
e Semi Expand

¢ Expand

e Extra Expand

¢ Ultra Expand

In the Text Layout you can set the Maximum number of lines for the text object. That means
if you set, for example, the value to 2, it does not matter how large the text object on the
page is, it will only use maximum two lines for the text. If you do not use stretch
functionality, it will not fit the box if it over exceeds 2 lines.

Bringing it to the Stretch option. Stretching and Stretch Direction combines the perfect
functionality to get good results in your text object on the Page. In the Stretch Drop Down
Menu you can select:

e None (default)
e Fill

e Uniform

e Uniform Fill

In the Stretch Direction you can select:

e Up Only
e Down Only
e Both

Now, for example, when selecting the option Fill in the Stretch Drop Down Menu, in
combination with the Down Only option from the Stretch Direction Menu, the Font will be
re-sized horizontally only.

Class: CL-DUS'

Student Number: -:-TUD1DU-1{]D‘

Text Object without Stretch

Class: CL 003'

Student Number: -.:TUD1{]{]-1[JD16-1“

Text Object with Stretch set to Fill, Stretch Direction to Down Only
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In stead of using Stretch functionality, you can also trim the text. There are basically three
options for text trimming:

]

E’I’his s an examplé using Text Trim%

Text Object without Text Trimming

i

this IS an examplé using Text Tri... E

Text Object with Character Ellipsis Text Trimming

!

EThis s an examplé using Text... E

Text Object without Text Trimming

Last option in this Text property is setting the Line Height. By default this is not disabled
and it uses the standard line heights for the Font Type. In some situations it can be that the
standard will eat up to much space you have available on Page Design. When you select
the check box, the text box right next to it becomes available and you can enter a value for
the line height. The value used is depending on the settings you made in the Options
section in the View[«1 tab, centimeters, inches, or pixels. See example below:

Text Object without using Line Height
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Text Object using 0.10" Line Height

9.94 Border
%' Properties " = O #
Manual entries MIFARE @ Expressions Variables Functions

Content | Position | Text | Border | Colars | Visibility | Database columns

Border thickness

Left:  [000¢Em Right 0.00 cm

Top: 000 cm Bottom: 0000 e

Comer radius

Top-left: 0.00 cm Tap-right: 0.00 cm
Bottom-left  [0.00cm Bottom-right; 0.00 cm
Padding

Left: 0.00 cm Right: 0.00 cm

Top: 0.00 cm Bottom:  |[D00cm

| Close

In this section of the Properties Window you can set the properties for the borders of the
objects. In the first group you can define all the values for the Border thickness. For
example, when adding a rectangle object to your Page Design, you can select the border
thickness from the Home menu in the Border section:
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Homs Inzert Page layout Data Wiz Sarvice center {4}

N Cut [Ch Bring foreard = Aign - i FiText -
4 8 I oo : EEEE o | . P
ot <A Copy ¢ c5end backward = (7] . Image o Xk
= BlriUlA =1 algriment [} Fit in page "[} Rotate - :-{-' 1 5 ;ya;:t Bl Other ~ Pﬂm‘.

You can also enter this directly in the Border Thickness section of the Border tab. This is
handy if you need to set specific values provided by your customer.

For example, we add a photo object on the Page Design and set the values for entering to
pixels in the Options section of the View[=1ltab. This object looks like below:

Now we set the Border Thickness to 5 pixels for the Right and Bottom:
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N Properties * — O *

Manual entries MIFARE & Expressions Vanables Functions
Content | Position | Text  Border | Colors | Visibility | Database columns

Border thickness

lefe 0 Right: |4

Top: 0 Bottom, 5

Corner radius

Top-left: 0 Top-right: 0

Bottom-left: |0 Bottom-right: E}
Padding

Left Right

Tap Battom

Now the photo object will look as below

I_ Close

359
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Now you get totally fancy by combining this with the Corner Radius. For example, we set
the Corner Radius for the Top-Left and the Bottom-Right to 25 pixels and see the result
below:

This can be done with all existing objects available with CardExchange® Producer. It even
can become more advanced if we are combining the objects borders with colors and
backgrounds. More about this in the Colors[i1 section of this Help file.

Last but not least, when using Text Objects you can use padding. Padding is the space
inside the object and is therefore not the same as Margin as that is the space outside of the
object.

Li*[his Is an example using Padding

Text Object without Padding

|

| Thic ic an ax
Text Object with Left and Top Padding
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9.9.5 Colors

N Properties - — | b

Manual entries MIFARE® Expressions Variables Functicns
Content | Position = Text | Border | Colors | Visibility | Database columns

Fareground brush

all Il -

LI & 255

N o £y 255 |
|-

A 0255
White I Fd

Background
=

"R /A 255
NG £ 255
8 A 255
‘jm G

Transparent = ¥

Barder brush
— _! —
vl .|' -
L
ol o 0
¢ Sssseem—m————————— o
= A Y, . -
. Black - :".J
t’ih::-sc |

Depending on the object used on the Pagel=s] design, different color options are available
divided in three different groups:
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e Foreground brush - sets the foreground color of the object
e Background - sets the background color for the object
e Border brush - sets the border color for the object

Each group offers four different style options:
e |71 Transparent
« [l solid color
o Kl Gradient
¢ l= Image

Colors can be selected directly from the drop down menu as indicated with the red arrow:

Fareground brush

] [ 1=

N ¢y 255
G T ¢y 255
B ¢y 255
J A ¢y 255
White b h

Picked from the color selection area as indicated with the blue rectangle:

Fareground brush

AW E =

A 255
O 255
A 255
& 255

Created by moving the color sliders to the preferred position as indicated with the orange
rectangle:
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Foreground brush

/RE =

White

Or directly entered into the text boxes right from the color sliders as indicated with the
purple rectangle:

Fareground brush

YREE=

L3
UG —

I

White

There are so many possibilities to combine that it is impossible to explain them all. We

have created a couple of examples which are explained in the sub sections of this Color
subject.

9.9.5.1 Text Object Example

For this example we added a text object to the Page design and set the colors as shown
below:
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M Properties - — O *

Manual entries MIFARE® Expressions Variables Functions
Content | Position | Text | Border | Colors  Visibility | Database columns

Foreground brush

AE =

Background
saE=
L ¥ e, 255
MG A 165
B Fal 0
i A 255
Orange » li
Border brush
] N W=
| Close

The foreground color is set to blue and for the background color we used orange with a
gradient style which creates the result below:
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9.9.5.2 Image Object Example

For this Image Object example we added a Image of a photo to the Pagel=s1design and
created a border via the Borderl=s7] tab. We have set the system to use pixels and we have
the set the properties as following:

o Properties = > O ¥

Manual entries | MIFARE® | Expressions | Variables ! Functions

' Content | Position | Text | Border | Colors | Visibility | Database calumns |
Border thickness

left |10 Right: 10 |

Top: 10 Bottorm: 110 |

Corner radius

Top-left: 20 | Top-right: 20 |
Bottom-left: 20 | Bottom-right: |20 |
Padding

Left Right

Top Bottom;

[ |

Now the Image object on the Page[= design looks like below:
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I,‘.

ﬁ Home  (hist  Bage kot Dsta  MIFARES View Senice cenber o
e 8 Fttemplate ¥ inches
™ b Fitwidih % Centimeters

Zoom  Zosm 00 :
in aut W it Pl Pl

iPag!.-\ Cutling | Data

Layout

§ Vi ity P

The Building Company

Tad Torres
Helpdesk

00LEODOOOSE

Bl
= .. VISITOR-10003-2016

Thers are no unnead news fems FLE L SAE [

What we will do now is replace the Solid Color Border with an Image that we will load.

Border brush
."-':T‘"% |
Zmu=
Stretch;
Fill w
Tile:
| None i

| Paint to image file Selectimage...

Close

In the Border brush group we select the Image style as indicated with the and
we select an image by clicking on the Select image... button as indicated with the red
rectangle. When the image is loaded, the Page[s= design will show the following result:
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e B B i T T I fiquutiin & *
“ Home insert Page layout Ciata MIFARES it Service oemder 0
i e\ e\ Fit mmplate ¥ nches
Fit widif % Combimeters
| Thom Zoom 100

n aLt o Fit hieight _»PDﬂFi
| Pages {camine | Ciatn

! Layout!

| g i

The Building Company

@ Tad Torres
a Helpdesk

-

00LE0000SZ

le

Thiare are ne unraad news dems 24p% 5] 0
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9.9.6 Visibility

N Properties ¥ — O #

Manual entries MIFARE® Expressians Variables Functions
Content | Position | Text | Border | Colors | Visibility | Database columns

Yisibility

Opacity: 150%

Wisibility: | Visible ¥

Printability: | Visible =

Opacity mask

ZmE =
e A 855
Ml o — ¢y 255
[l 8 A 255

A A 255

<

White

Background remaoval

[] remaove background

Tolerance (R): /S 0.00
Tolerance (G): A 0.00
Tolerance (B): /Y — 0.0

Close

The Visibility tab contains three separate group sections:

e Visibility
e Opacity mask
e Background removal

Visibility
In the visibility group you can set the opacity of the image on the Page design. This can be

used to create ghosting images. For example, as shown in the screenshot, see the
differences in the images shown below:
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No Opacity Opacity 50%

Besides setting the opacity for the image, you can also select the visibility of the image as
well the printability. Each drop down menu offers three selections:

e Visible
e Hidden
e Collapsed

Opacity Mask

With the Opacity mask you can do some great and advanced stuff. For example, we have
created an opacity mask using the gradient tool and the background color orange.

Opacity mask
/RE=
(¥ R I, 255

|G 63
I B.:E_ 0
i EESESE——, 755
Bos -
][« P =

Now take a look at the photo images below. On the left you have the original and on the
right the photo with the opacity mask.
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No Opacity Using Opacity Mask
But you can also load images or use solid colors.
Background Removal

CardExchange® Producer offers advanced background removal. Use the sliders to define
the correct removal. You can also enter the values directly into the text boxes right from
each color slider. For example, we removed the background based on the slider
configuration below.

Background remaoval

[¥] Remave backgroeund
Tolerance () P (.10
Tolerance (G); R = = — —  0.10

Tolerance (B): Iy y—— (), 1

Now take a look at the photo images below. On the left you have the original and on the
right the photo with the background removed.
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No Removal Background Removed

It is important to realize that the result of the background removal depends on the quality
of the image and the used background. Always try to use real blue or green backgrounds
when taking photos as this offers the best removal result.
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9.9.7 Database Columns

Visibility Database columns Manual entries

Content Pasition Text Border Colors

Photo
Select database column

Calumn: Phato

Point-to-file options
Letier case: Maintain original
Image folder; Photos),

File extension:

ipg {Joint Photographic Experts Group)

Format None

Crap ratio
[¥] Specify the desired crap ratio

Width: 3.00 Height: | 4.00

' Close

All of the database columns are available in the Database columns tab of the
Propertiesm window.

Just like with the Manual entries[+), these database columns can be directly drag and
dropped to the Page design via the Data tab of the Explorer menu.
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& NN Properties * = o "
o Manual entries MIFARE® Expressions | Variables Functions
Content | Fosition | Text | Border | Colors | Visihility | Database columns

Extra Image Field 3:

Eutra Text Field 1: IT Support
Extra Text Field 2 Photocopying
Extra Tewt Field 3: Printers
—_— Extra Text Field 4; {¥imi=]
]
= Extra Text Fleld 5:
—
] Fau Mumber
es —
- —. Firstnanne: Tad
B — Home Phone
3 I
— 10 Mumber: 3
A —— Imitials: TML
U1 |
o —_— Lastname Tarres
= 7] o ] bidedle Mame!
S =
— tdabile Phane
(7 I
i e
el ——
] |
o o & | Photo |
I i
—
I
e Sex Male
e
| State/Pravince MB
Tithe: Mr.
Web Page:

TIr/Postal Code

248% (5 {1 3 e
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9.9.8 Manual Entries

\" Proparties == O

Content | Position | Text | Border | Colors Visibility | Database celumns
Manual entries MIFARE® Expressions Variables Functions

Department iﬁates{ . £|

| Add manual entry | |

Close :

To add a manual entry, select the Manual entries tab of the Properties window.

Content | Position | Text | Border | Colors | Visibility
Database columns | Manual entries | Expressions | Varables | Functions

ﬁ &dd manual entry l

And click the Add manual entry button indicated with the red arrow.
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Content | Position | Text | Border | cColors | visibility

Database columns | Manual entries | Expressiﬂns.l Warables | Functions

labell valuel @

[ Add manual Entry._‘

When the Entry is added, you start with entering a name for the label, indicated with label1.
For example, DOB (Date of Birth). Next you enter a value in the value1 field. This can be, for
example, a value like 100 if you are using the entry to always store the same value.

Now when you are done adding your Manual entries, they will become available for adding
them to you Pagel=3l design in the Datals tab of the Explorerfsl menu.

. -

ﬁ Hame |rsarl Page layaul Deala MIFARE® View Sefvice tentef L4
i 0000
LB el
Edit First Pomitous  Bext  Lasl
& Remave

P ges | Dutiine | Bata

Marual entrics

The Building Company —

Tad Torres —

Helpdesk —

(L ¥] —

U | e—

)l | —

= - D .

d QO | —

8  —

o |

: D ——

—

Database colummns —
| Manual entries

Warialles

When you select the Datal=7tab of the Explorerf=sl menu, you will see the Manual entries
tab as indicated. When you select this tab, the added Manual entries become available as
shown in the blue rectangle. Now you can simply drag and drop them to your Pagelss]
design.
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9.9.9

This can also be done from the Manual entries tab in the Propertiesm window.

Expressions

b

N Properties — O

Content | Position | Text | Border | Colors | Visibility | Database columns
Manual entries MIFARE® Expressions Variables Functions

Background; ColorChange==FF0022

|| Border brush: |
Border thickness:
Corner radius;
Flow direction:
Font family
Font size:
Font stretch:
Font style:
Font weight:
Foregraund.
Height:
Harizontal alignment:
Left
Line height
Margin:
Maximum number of lines:

Opacity mask:

Close

IMPORTANT! Expressions are supported in our Ultimate edition only!

The Expression tab of the Properties«1 window makes it possible to control any property
of a Page object by means of a Python script, a Database column or a Manual Entry.

To control an object property with a script, select the object and enter the Python script in
the text box next to the property name. For example, select a text object on the card layout
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and enter the following script for the Background property of that text object (in this case
the script is just a single variable name):

vColor

After pressing Enter, the designer will prompt for a default value for the script variable
vColor. Here you can type, for example:

Red

After closing the pop-up window, the background of the text object will be red. The text
box where the script was entered will show a red glow to indicate that this value is now
controlled by a script. Changing the value of the script variable in the Variables[=:tab of
the Properties[«1 window, will make the background color of the text object change
accordingly.

For any script defined in the Expressions tab, it is important that the result value can be
converted to the correct data type. CardExchange ® Producer recognizes many text
representations, like ‘Red’ in the above example. Please, note that CardExchange ®
Producer recognizes the standard color names as well as the HTML representation of a 32-
bits ARGB color, for example:

#FFFFO000

Scripts can only contain a single line of code. For that reason, it will generally be necessary
to define functions in order to get program more complex functionality. For the
Background property, one can, for example, define the following function in the
Functions| = tab (For more information about Functions]sss) please see the Functions=ss)
section in this Help file).

def IsValid(s):
if s =="OK":
return ‘Transparent’
else:
return ‘Red’

With this function, the script for the Background property can look like

IsValid(vStatus)
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If the variable vStatus has the value 'OK’, the background of the text object will be
transparent, and red otherwise.
It is also possible to control the value of a property directly by a database column or
manual entry, without the intervention of a script. This can be achieved by dragging and
dropping a database column or manual entry from the Data tab of the main window and
drop it on the text box in the Expressions tab. Database-column mappings are
characterized by a glow and Manual Entries by a glow.

9.9.10 Variables

| % Praperties & — O 4 |'

Content | Position | Text | Border | Colors | Visibility | Database columns

Manual entries MIFARE® Expressions | Variables Furnictions

Department: Helpdesk _l ;
Expiry: e | F Y |
Add variable |
Close J

IMPORTANT! Variables are supported in our Ultimate edition only!

Whenever a script is typed in the CardExchange ® Producer designer, the variables used in
that script are automatically added to the template. With the Variables tab it is possible to
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see all variables that have currently been defined and manage their properties. The
following actions are possible:

¢ Rename a variable by clicking on its name and typing a new name.

e Change variable’s value by typing in the text box next to its name.

e Set the variable's value to an image by clicking on its image button and selecting
animage.

e Remove a variable by clicking on its remove button.

e Add a new variable by clicking on the Add-variable button.

e Connect a variable to a database column by dragging the column from the Data
tab and dropping it in the text box

e Connect a variable to a manual entry by dragging the column from the Data tab
and dropping it in the text box

¢ Create a text object on the card layout content is mapped to the variable by
dragging the variable name from the Variables tab and dropping it on the card
layout.
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9.9.11 Functions

% Properties == O X
Content | Position | Text | Border | Colors | Visibility | Database columns
Manual entries | MIFARE® Expressions | Variables | Functions

¥ SRR Umney: ok
import datecime |

# *** depignher funcbions ***

How — datetime.datetime.now()
Date = MHow.date()
pliaslyear = datetime.timedelta (days=30)
def datetostr (Date):
return atr (Date)

fexpliry, "ed/Em/EY"™)|

Close |

IMPORTANT! Functions are supported in our Ultimate edition only!

In the Functions tab, it is possible to define global variables, functions and references
that can be used in Python scripts. By using well-defined functions, the scripts in the
Contentl=sl and Expressions|= tabs can be kept consistent. It would not be possible to use
much of the power of Python in scripts, if you could not define functions.

A function definition should strictly follow the Python syntax as described in the Python
documentation. An example of a function is:

def IsValid(s):
if s =="OK":
return ‘Transparent’
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9.10

else:
return ‘Red’

This function returns either ‘Transparent’ or 'Red’ depending on the value of the input
parameter s.

Global variables can be defined in the Function tab with a simple assignment statement.
Once defined, they can be used in functions and scripts. For example, instead of the above
function, we could make the following definition, with the global variable warningColor:

warningColor = 'Red"’

def IsValid(s):
if s =="OK"
return ‘Transparent’
else:
return warningColor

Finally, the Functions tab can be used to reference Python modules, in order to use them
in functions and scripts. The following example imports the .NET Framework System
module and uses it to re-format a date string:

import System

def FormatDate(s):
d = System.DateTime.Parse(s)
return d.ToString('dd-MM-yyyy")

CardExchange ® Producer uses IronPython for executing scripts. IronPython is the .NET
Framework implementation of the well-known Python scripting language. For extensive
documentation on IronPython, please visit www.ironpython.org.

Layouts

As explained in the Templates[ sl section of this Help file, Layouts can contain one ore
more Pages. If you are running a Go or Premium edition, only one layout is allowed. When
running a Professional or Ultimate edition, you can use multiple layouts within your
template.
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9.101

Layouts are very powerful as they offer you the possibility to change based on information
out of the connected database. Also each layout can have it's own setting like for example,
no magnetic encoding or magnetic encoding.

Adding Layout(s)

N Default.cedy - CardExchanga™ Producer Ultimate (Configuration Moda)

ﬁ Home Insert Fage layout MIFARE® View Sernce center

g ] -I- i ! Wil a}ic] | Rectangle
bp |y 1y W N B Flipse
Layout fLayout Text Image Linear bar 20 bar

page code  code Line

Adding a Layout is simple clicking on the Layout button and a new layout will be added.

% Defanlboedx - CardExchenge™ Producer Ultimste (Configurstion Maode) =]

m Horme: IFesart Pt latpoul MIFARE® Wiew Service Cofiter 0
= =)17] Hectangle
by b, (T} W uy FE St
" 3 el - : O Elfise
Layous- Layous Tewi  mage Lrear bar 20 Gar
DA Cixda Coxdy Line

Paqes | Cutlire | Data

Layout]
T -
=
—
. —
5 -
|
E .. §
W - r
Layeutd
L}
e & o0 un i T Dams. IEEH =

When adding a layout, it always adds a layout based on the previous layout. So for
example in the screen shot Layout2 contains only one page because Layout1 contains only
one page. If Layout1 had two pages, Layout2 would also have two pages.

Each page can be setup via the Page Setupls:l window as described in that section of this
Help file.
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9.10.2 Edit Layout(s)

% Default cody - CaniFachange™ Produser Libmate (Configuration RMode)

Home Ingart Page lapout
b a, [ W 28

Layoirt Layoud Taxt Imgge Lingai bar 2D bar
page code codn o Line

BAIRARE & Wies Service center

Rectangle

FEllipae

Pages | Cutline | Data

| Default template

44 Copy
O paste

B Mew lyout
L, Mew layoul page

o Pagevesupc

Layal l

Dulwie
Rename

Select all

#  Show properties window

383

Tad Torres

o

ML E AR

For your own convenience it is possible and advisable to rename the Layout(s). When you
right click on the Layout name a context menu will be show and you select Rename. You

can also double click on the Layout name and change it.
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9.10.3 Delete Layout(s)

5% Default oo - CardEschanige™ Prodisces Ll mate (Donfguranon Mokl - ]

n Hiime e Paipi gt BHFARE Wb SErACE catviar ﬂ
s oin Retzangle
s T & || }
ap &, D57 e W ER D
Lmpoul Lapaut Tewt  bmage Levead bar 30 bar

pags oy oade Ll

Pages | Outlire | Data

Laymist]

Cu
<3 <Copy
E’ U —
b Mew leyoul
ks Mew lwout page

% Fage=etup.

Default template

Tad Torres

Roname

et al

A now pmparties window

LT TR

Thare e fro unpessd revs moms 239 0

You can easily delete a Layout from your template by selecting the Layout and press Delete
on your keyboard. By selecting the Layout and right click on the mouse, in the presented
context menu you choose Delete.

You can always undo your deleting by pressing Ctrl+Z.

9.11 Page(s)

Every Layout can basically have unlimited Pages. A Layout can have for example a Front-
side Page, a Back-side Page, a Front-side UV Page, etc.

Each Page can be set to Portrait or Landscape and of course can have it's own unique
objects.

In this section of the Help file we will explain how to Add pages to your layout and how to
Delete them.
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9.11.1 Adding Page(s)

W Defaultcac - CardBxchange™ Producer Ultimate (Configuration Made)

m Hame Ingert Page Eayout MIFARE ® View Service center

& Cut = e : f = | n - LK Teut
5 x L = g - - G
Al Copy e = 3 " 4L - l‘? = |inage f’
Faste =Tl = 7 Layout Frogerties
B Y === ot i te = - page |==Other =

When you have selected your layout, you can add a page by clicking on the Layout Page
button in the Home tab.

N Default.cedx - CardExchange™ Producer Ulimate (Configuration Maode)

ﬁ Home Insert Page layout MIFARE® View Service center

bpf oy | IT7 R R

4 ) Ellipse
Layout] Lavout Text |Image Linearbar 2Dbar
page code code ~ Line

You can also add a Page via the Layout page button in the Insert tab.

W Detaaloedy - CardDachange™ Proguces Ultimate [Contiquratan Mede) (i} *
[ |
ﬁ Horme Inzsat Pagge Lyt MIFARE S Wi SEMVICD CENTET o
I'=T a Reciaimgle
Ay | ITH i ES -
Laeut Layout Text  Image Linear bar 20 bar
page

code cods= Lire

Fages | Ouline | Dats

Layoutt

1 et m—p——

g
I

_ﬁ?ﬂJ
R LTS

Thees arn no urread news e, b A £l .

Click on Layout page to add the page as shown in the screen shot.
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Each page can be setup via the Page Setupl=s1window as described in that section of this
Help file.

9.11.2 Delete Page(s)

9.12

W Dedauitoedy - CordExchange™ Producer Ulimase [Configuration Mode) ] -
“ A FHRM Fage haynait MAIRLRE & W SEPCT CRRIET &
T D;D Feschiigle
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You can delete a page by selecting it and click on Delete on your keyboard or via the right
mouse click content menu, selecting Delete layout page.

Objects

N Dafault cedy - CardExchanga™ Praducer Ultimate (Configuration Made)
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CardExchange ® Producer offers a lot of objects to design your card. From standard text
objects to image objects for photos and signatures to 1D and 2D barcodes, lines, etc.
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Each object comes with a collection of Properties that can be used to customize your
objects to your wishes. The properties of the objects are explained in the Propertiesfs«]
section of this Help file.

In this section we will go over each available object and how to use it.

9.121 Text
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Select the Text object from the Insert tab or from the Insert section of the Home tab. Click
with the mouse on a location of the page and select one of the available Standard Object
Types from the drop down menu. Select the font type, size, outlining, etc.

For more information about the different Standard Objects, please see the "Using Standard
Objects[«3)" section of this Help file.
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9.12.2 Image(s)
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Select the Image object from the Insert tab or from the Insert group at the Home tab and
place this on the page by clicking on a location on the page.

When the Insert new object window opens, it is default set to Fixed Image. You can also
select Photol=0} Signature[= Variable Image[=2|, and Script. You can find more information
about these configurations in the specific sections of this Help file.

When using the Fixed image, you can select an Image by clicking on the Select image...
button. When the image is presented, you can check the 'Point to image file' check box. By
default it is unchecked which means that the image is embedded into the page. If the check
box is checked, a reference to the file is made. The advantage of this is that it keeps your
templates small because it does not contain images, disadvantage is that if the folder that
contains the image is moved or removed, your image will not be shown anymore.

Of course it is also possible to align the image to your wishes. You can align the image
horizontal, vertical, and stretch.

When you hover over the presented image, you will see two buttons appearing. The %]

button will delete the previewed image, the 1" | button will open the ImageExchange®
Editorl]to make change to the image.
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More information about using the ImageExchange® Editor can be found in the "Using
Image Editorl7I" section of this Help file.

IMPORTANT! Every object in CardExchange® Producer has many Properties which are not shown in the Insert new object
form. Please see the Progertieslm section of this Help file for more information about specific use of functionality.
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9.12.2.1 Photo(s)
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When using photos you can select and dedicate an image to a specific photo field in the
database or a reference to a photo in a folder based on a 'Point to image file' reference.

The process for adding the image is exactly the same as explained in the "Using Images]sss!"

section of this Help file.

Select Photo from the object drop down box and the Select database column drop down
box will become available. If you select the ID field of the connected database, the system
will automatically make it a 'Point to image file' connection. It can also that your database
contains the complete reference to image file locations if that is the case, please leave the
Image folder location empty and set the file extension to 'Extension included in source

value'.

The image folder location can be entered directly and it can also be selected by clicking on

the || button. Select the file extension of the image, we currently support bmp, jpg, jpeg,

png, gif, tif and tiff.

You can also set the format of the value coming from the database so you know for sure

there is no mismatch.
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If the database contains the image data and you have selected the image column, the
'Point-to-file options' section will be disabled.

Check for more options like colors, borders, visibility, etc., the Properties|s:7] section of this
Help file.

9.12.2.2 Signature(s)

IMPORTANT! This Signature option is available from Premium editions and higher!
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Starting from Premium, you can select and dedicate an image to a specific signature field

in the database or a reference to a signature in a folder based on a 'Point to image file'
reference.

The process for adding the signature is exactly the same as explained in the "Using
Images|ss!" section of this Help file.

Select Signature from the object drop down box and the Select database column drop
down box will become available. If you select the ID field of the connected database, the
system will automatically make it a 'Point to image file' connection. It can also that your
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database contains the complete reference to image file locations if that is the case, please

leave the Image folder location empty and set the file extension to 'Extension included in
source value'.

The image folder location can be entered directly as it can also be selected by clicking on

the | button. Select the file extension of the image, we currently support bmp, jpg, jpeg,
png, gif, tif and tiff.

You can also set the format of the value coming from the database so you know for sure
there is no mismatch.

If the database contains the image data and you have selected the image column, the
'Point-to-file options' section will be disabled.

Check for more options like colors, borders, visibility, etc., the Propertiesm section of this
Help file.

9.12.2.3 Variable Image(s)

IMPORTANT! This Variable Image option is available from Premium editions and higher!
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Our Premium edition offers a unique feature that allows you to switch images based on a
value of the database.

The process for adding the Variable Image is exactly the same as explained in the "Using
Images[ss!" section of this Help file.

Select Variable image from the object drop down box and the Select database column
drop down box will become available. If you select the ID field of the connected database,
the system will automatically make it a 'Point to image file' connection. It can also that your
database contains the complete reference to image file locations if that is the case, please
leave the Image folder location empty and set the file extension to 'Extension included in
source value'.

The image folder location can be entered directly as it can also be selected by clicking on

the || button. Select the file extension of the image, we currently support bmp, jpg, jpeg,
png, gif, tif and tiff.

You can also set the format of the value coming from the database so you know for sure
there is no mismatch.

If the database contains the image data and you have selected the image column, the
'Point-to-file options' section will be disabled.

Check for more options like colors, borders, visibility, etc., the Properties|= section of this
Help file.

9.12.2.4 Backgrounds

There are basically two ways to use backgrounds on your page. You can simply add an
Image object to your Page, select the Image to use, and select Fit to page.
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A better way to go is using the Background functionality offered in the Page Layout tab.

W Defanilt.cady - CardExchanga™ Producer Ultimate (Configuration Moda)
ﬁ Home Ingert  Page layout | MIFARE® View Service center
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When you click on the Background button, four options are offered.

=T

Use no color orimage...

© 2020 CardExchange Solutions, Inc.



Using the Card Designer

z'J:L.j B =
R
-
B
i
White

A 255
& 258
& 255
A 255

Choose from a one solid color...

wl i
LK A 295
G — A 255
B & 235
A A 255
White
Emo - 4
Use a Gradient color...
JME=
S-Lreh:h
! |F-'I] *|
4 L ] Tile=
— o |
._ 3 Poant to irr.:-gn- fil= Splect im

Or use a background image.

395

The advantage of using a background via the Page Layout tab is that it will always make

sure that it completely covers the whole card. As you know, the card sizes vary when using a
Direct-to-Card printer or a re-transfer printer. With a re-transfer printer the print size of the
page layout is larger and using this Background functionality makes sure that your image is
always fitting the page and you will have no white lines with printing.
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9.12.3 1D Barcode
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To add a 1D barcode object to you page, just select the Linear barcode button from the
Insert tab and click on a location on the page to place it. Now select the Symbology that
you want to use from the drop down menu. All most common 1D Barcodes are supported.

Standard the Fixed value is selected, for using other values please see the "Using Standard
Object Types[«3" section of this help file.

Of course a lot of extra options are available for the 1D Barcodes but they need to be
access via the Properties[=7l window of the Designer. When the properties window is
opened, select the Content tab.
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You can add a checksum, set the options for specific barcodes like Codabar, Code-128, etc.

9.12.4 2D Barcode

IMPORTANT! This 2D Barcode option is available from Premium editions and higher!
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To add a 2D barcode object to you page, just select the 2D barcode button from the Insert
tab and click on a location on the page to place it. Now select the Symbology that you
want to use from the drop down menu. All most common 2D Barcodes are supported.

Standard the Fixed value is selected, for using other values please see the "Using Standard
Object Types[+«)" section of this help file.

Of course a lot of extra options are available for the 2D Barcodes but they need to be
access via the Properties[s1 window of the Designer. When the properties window is
opened, select the Content tab.
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Just like with the 1D barcodes, a lot of specific 2D barcode options can be set.
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9.12.5 Drawing Objects
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Select the Line, Rectangle, or Ellipse button to add it to the page.

Check for more options like colors, borders, visibility, etc., the Properties|s7] section of this
Help file.
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9.12.6 Formating Objects
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In the Home tab you can select the font, font size and font color that you want to use for
your object. For more information about formatting of objects, please see our

"Properties|s" section of this Help file.
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9.12.7 Arranging of Objects
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CardExchange ® Producer offers a lot of functionality to arrange your objects on the page.
All the arranging functionality is available via the Arrange group in the Home tab or via the

Context menu.
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9.13 Standard Object Types
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With exception for the Image object, CardExchange ® Producer offers Standard Object
Types. Standard Object Types is functionality that can be connected to the object. In this
section we will inform you how to use these Standard Objects Types.

Standards Objects Types can be selected when adding a new object to your Page
designer or via the Content/=# tab in the Properties[«71 window.
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9.13.1 Concatenation
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Concatenation is very powerful functionality offered in CardExchange® Producer. It offers

you unlimited ways to present or store data.

In this example we are adding a new Text object[=s71to our Page[«:] design and we have it
set to the default Standard Object Type, Fixed Value, and we enter a name into the text
area, in this case "Fixed" Now we click on the Concatenate button under the formatting

options.
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Now we get a new option to select a Standard Object Type, in this case, also a Fixed
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Value is used but this can be any Standard Object Type available.

as indicated.

Now you see that the Standard Object Type is changed from Fixed Value to Concatenate

The Concatenations are divided by expandable tabs. When you click on the left down

arrow

¥! it will open the selected one and close the previous opened:
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You also see a red vertical line on the left. This indicates the group of Concatenations.
There are no limitations to the amount of Concatenations you can make. You can always
change your Concatenations in the Properties[«7l window at the Content[ssl section.
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9.13.2 Fixed Value
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Select Fixed Value from the Standard Object Type drop down menu, indicated with the

red rectangle and enter the text into the text area.
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9.13.3 Global Counter
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Select Global Counter from the Standard Object Type drop down menu, indicated with
the red rectangle and set the Global Counter options in the group indicated with the

. When using the Global Counter, you see that the text area is indicated
with a . This means that the value shown is generated based on the settings
for the Global Counter and cannot be changed in the text area.
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9.13.4 Print Date

S5 Insert new object

Font
Segoe U
On

5/24/2016

I Print date

v1.

Formatting options

Letter case: Maintain criginal
Prefix

Suffix:

Format. Datestime

[ Always visible
| Always visible
7

Concatenate €)

Select Print Date from the Standard Object Type drop down menu, indicated with the red
rectangle and it will directly present the date. You can also show the date and time or time
only by setting the date format options. When using the Print Date you see that the text

area is indicated with a
changed in the text area.

. This means that the value shown cannot be

The date reflect the date and time as available on your computer.
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9.13.5 Script

N Insert new abject = = O 4

Font

Segoe Ul ¥ 9 ¥

B 7][L]

48

Script

12+ 24+ 12

Formatting options

Letter case: Maintain m_lginul x
Prefiy; [ Abways visible
Suffix: [T Always visible
Format! Mone

|| Reverse byte order

Concatenate ©

| Cloge

Select Script from the Standard Object Type drop down menu, indicated with the red
rectangle and enter the script in the text field under the drop down menu.

You will see that the text area is now indicated with a red/orange color which means that
the value shown is calculated based on the script.

IMPORTANT! Scripting is only available in the Ultimate edition.
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9.13.6 Database Columns

A% Insert new ohject = = O b4

Font
Segoe Ul ¥

]
BIZIE EE

1]
[

sales@cardexchangesolutions.com

Email -

Database calumns (ceGateway)
Address
ArrivalStatus
Blacklisted
Car
City
Country
CreatedDate
Description
Disability
Disabled
DO#

Email
EscartRequired
EscortService

Close

In the Standard Object Type drop down menu, all the database columns are available for
selecting.

When selecting a database column from the list, you will see that the text area is indicated
with a . This means that the data shown is coming from the connected
database and cannot be edited in the text area.
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10

Checking-In
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When checking on Check-in from either the Home tab or the Actions pane, CardExchange ®
Visitor will check to see if the visitor is either marked as a VIP or requiring an escort.
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Tad Torres

v

Ll
WIp Escort
required

oK

| Cancel

If either option is checked then the corresponding prompt above is displayed, or the

prompt containing both if they are both checked.
You can then either click ok to continue, or cancel to arrange the escort before checking

them in.

10.1 Visitor Screening

Checking-In
¥ Check-in conflmation ¥ Chack-In confirmation b4
Tad Torres
51
* Escart
vIF required
ok || Caneal ok Cancel
¥ Check-in confirmation X
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CardExchange ® Visitor Business Edition is offering visitor screening via criminal and sex
offender database systems of Amber Road and MK Data Services.
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For details on configuring this please see the Visitor Screening|=7] section of this manual.

Before a visitor is checked in, information of the visitor will be sent to the screening services
and when a possible match is made, the window below will be show:

™ Sereening results = (] *

WARNING: The following person has triggered a match with one or more of the screening services that you
have subscribed to. Please review the following information carefully before proceeding.

ME Dlata Services

Results Details
DU £570
Source: DeniedPartylist
Street:
City
State:;
Country: XX
Effective date: 2014015484 120000 Akt
Expiration data!
Motes;
Cirbgirny eode: dios
Iz weak alias Falze
Last updated: 10 16/2008 1 2:00:00 AbA
bdore informatian

Continus | Blacklist Cance |

Clicking on more information will direct you to the website of the screening provider so
you can log in and see any additional information that they may hold for that person.

Dhmearivs SR Dhinal o' Viss

Wemnire G, gieed

Likemctt
= Frrtrmsri o aus Havsres Fatws (DO
S T
Wil Prgn Thaw

If you choose to continue then you will see a warning asking if you wish to proceed, clicking
yes will check the person in.
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¥ CardExchange™ Visitor * — O =

Cantinuing could potentially be dangerous. Are you sure you wish to
a proceed without taking any action?

If you choose blacklist then the visitor will be added to the Blacklist of the visitor

415

management system, you can enter a reason and confirm on the window that is shown.

%% Blacklist confirmation *

Are you certain you wish to blacklist this user?

Blacklict reason

DK Cancel
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10.2 Document Signing

Py

Sign documanis
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If you have added a document either to the event or as a required document then each
visitor will need to agree to and sign the document at the time of check-in.

If a signature tablet is being used then the document can be digitally signed, otherwise it
can be printed out to be physically signed.

ﬁ Print ‘
Cancel < Back Mext | Finish

Once the document has been either signed or printed, you can click on finish to complete
the check-in.

All digitally signed documents are stored in the following location by default:
C\Users\Public\Documents\VisitorExchange\Documents\
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11  Expired Badges
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If Expired badges are shown in the bottom right of the main window, you can click on the
button to give you a list of all the expired badges.

™ ik bl o
L | &M @ e )
Ched-out Thirty Cne: Oneandas  Two  Custom dale
- margies = hour = half hows = hours = and time =

Events Invitees Invitee Details
10 Title St End Nadine Williams
|2 Sample Feent S/4R0016 105700 AM 52402076 10 J Creccindate 52473016 105056 AM
Expration date S/24/2076 105400 AM Phane nimbir {123-456-78%0
Mew axpiration date

Phone number extension
Brivate phone rumbe
Mabile ghone rumber 123-456-7/30

Ermail meidreics | 123 diahe com

| Last refreshed on: 5/24/2016 10:5807 Al Tolal mugmiber al espired badges 1
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Here you can select one or more visitors and either check them out if you know that they

have left, or select a time period to extend they stay by.

Some details are also shown for the invitee so that you can try to contact them if needed.

Once you are done click on Apply to save the changes.
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12 Evacuation Report
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In the event of an emergency you can click on Evacuation report to quickly print out a
report of all visitors currently checked-in.
This button is always shown in the bottom right of all views to allow quick access to it.
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|

Ganaral

Select Printar

" Brother HL-227000W serias
& Fax
== Microsoft Print to PDF
== Microsoft XP5S Daocument Writer
4

=8 Send To OneMote 2013
XPS Card Printer

>

Status: Ready Preferences
Location:

Comment Find Printar,
Page Range

® Al Number of copies: |1 :|

O
2L 43
Prirt Cancsl ‘ Apply

Clicking the Evacuation report button will either prompt you with the print dialog window
for you to select the desired printer, or if you have the option selected to email the report it
will will send an email instead to the specified email address.

You can configure the email settings for the evacuation report here[zsl.
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Evacuation report

Tuesday, May 24, 2016 11.09 AM
There are 2 people in the building!

‘E" l':-.
Keller Alissa @12-345-6T69 | False i

P

Incidental visit

(17}

Willlams Madine 123-456-7890 | False Sample Event | X

The Evacuation report shows the key information for each person currently checked-in, this
includes the following.

First name Shows the persons first name

Last name Shows the persons last name

Mobile phone  Shows the persons mobile phone number

Disabled Shows whether the person is disabled or not

Disability If the person is disabled then their disability will be shown

Photo Shows the persons photo

Event Shows the event that the person is attending, otherwise it will show
Incidental visit

Host Shows whether the person is the host of an event or not
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13 Call For Help
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In the main interface there is a Call for help button that becomes available whenever a
blacklisted visitor is selected.

—-——— mem

W CardErchange® Gateway ks

You are about 1o email the designated Call for Help contact about this
u suspicious visitor. Ploase seloct Yos to contirm, or No to cancal.

! Yoo | Ma

Clicking on this button sends an email to a designated address containing the name(s) and
location(s) of the blacklisted visitor(s).
You can configure the call for help email option herelz)
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14 Auto-checkout

- % Aok \ - i

| ATTENTION: The following visitor(s) have not been checked out.

1. To check-out all active visitor(s) upon exiting CardExchange™ Visitor select CHECK-DUT.
2. Ta return to CardExchange™ Visitor select Cancel. [
3. To continue exiting without checking out active visitor(s) select EXIT.

ID Lastname First name Representing
@ 2 Keller Alisza Security Consultants
B3 wiliams  Nadine

| Check-out | Cancel | Exit

When closing CardExchange ® Visitor you have the option to automatically check-out all
active visitors, you can also exit without checking them out or return to the main window.
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15 KIOSK Client

Starting from the CardExchange ® Visitor Business edition it is also possible to use the
CardExchange ® Visitor KIOSK Client. This is a stand-alone KIOSK application for self check-
in and check-out by visitors.

15.1 Other

Enter topic text here.

15.2 Check-In
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Start here

To cl

I

Tiwete

On the main screen you have the option to scan the barcode from the event confirmation
email, or if you cannot scan this you can enter the barcode number manually.

L

If a valid barcode number is either scanned or entered, the details of the event are
displayed on the screen.
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Clicking on next will bring up the visitor details screen, depending on the configuration you
can allow visitors to change incorrect details and take/update the photo.

L

SwCardExchangs

WISITER A5REEMENT

The next screen displays any documents that the visitors are required to sign before
checking in, if it is a touchscreen kiosk you can sign directly on the screen in the section

under the document.
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You will then see a summary of the event you are checking in for, to complete the check-in
just click on Check-in.

® Checked in

e
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The visitor badge will be printed to the selected printer for the visitor to collect, also if the
event host has an email address configured then they will receive an email notification that
the visitor has checked in.

15.3 Check-Out

When scanning a barcode on the main screen for a visitor that has already checked-in, they
will be presented with the check-out screen displaying a summary of their event. Clicking
Check-out will check them out of the building.
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® Checked out

JE)|IES

15.4 Configuration

To enter the advanced options you need to enter the administrator password on the main
screen, by default this is Admin and can be changed in the general kiosk settings/=»3 which
you can access from the advanced options window in the main CardExchange® Visitor

application.
Under the About tab you can see all the detailed information regarding the installed

version, Serial number, MachinelD, Edition etc...
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From the location tab you can select the location of the Kiosk client, you can select the

current building and lobby.

Under the printing tab you can select the location for the badge template to be used, the

badge printer and the document printer.
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Under the cameras tab you can select the desired camera from the available options.

And you can shutdown the Kiosk client from the shutdown tab.
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16  Other

Enter topic text here.

16.1 Drivers

WhCardExchange®

CATEWAY SUITE

) In thisgmenu you are able to start ‘
USB License Dongle lation of additional driver can be
r using the CardExc
ID CardScan
DigitalPersona 32
[ |
DigitalPersona 64
Secure Lockdown

Prod | Visitors | P Evenis |

Back to Main Page II I‘ I‘II‘ II| II

CardExchange ® Visitor supports a lot of external devices like ID Card Scanners, Biometric,
as well specific database connections. Adding all these drivers to the installer will create a
monster download and because these drivers are not used in so many situations, we have
chosen to provide these drivers on DVD and you can download them via our website by
CLICKING HERE.
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16.2

We provide different types of drivers and all the available drivers are explained below. By
simply executing the drivers, they will be installed on your system:

e USB Dongle - When you are using your license in combination with a USB dongle,
the driver needs to be installed before you activate your CardExchange ® license.

e ID CardScan - We support the Scanshell ID scanner. You will have to install this
driver first before you can use this scanner. CardExchange ® will check and indicate
if the driver is installed or not.

o DigitalPersona - We support two devices that are using the same driver, this is the
DigitalPersona and the Topaz. For both scanners one of these drivers needs to be
installed. Make sure that you install the correct version, one is for 32 bit OS and one
is for 64 bit OS.

e Signotec Signature Pad - We support Signotec and Topaz signature pads, the
driver needs to be installed before you are able to use them.

Using License Dongle

If you have chosen to use a USB dongle with your license, it is important that the driver of
this dongle is installed first before connecting this dongle to your system and activating the
license.

In the main page of the Auto Play Menu you can find the menu option Drivers. When you
select this menu item you will enter the driver page. Now click on the USB Dongle button to
execute the installer:
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B Sentinel Protaction [nstaller 750 - |staliShield Wizard

Welcome to the InstallShield Wizard for
Sentinel Protection Installer 7.5.0

The InstallShield({R) Wizard will install Sentinel Protection
Installer 7.5.0 on your computer, To continue, dick Mext.

When the installer is started, click on Next to proceed:

# Sentinel Protection Installer 7.5.0 - InstallShield Wizard

— T
License Agreement s" ! ﬁ ’
Flease read the following license agreement carefully. Pedaction Installer
License GrantWarranty for Software "
This License describes limited rights granted by Safelet, Inc. and/or one of its
subsidiaries (such grantor, “Seller”) to the Buyer.
A.  The term “Software”, as used herein, shall mean a program or programs
consisting of machine readable logical instruction and tables of information
designed as libraries or drivers to workl in conjunction with Seller's Sentinel
Keys ("Products™). Title to all Software furnished to Buyer hereunder shall v
reammmiem m O allare D allar mrmemdes dbm Dinene A meem ssembiiminmm moaem brmameafarabl -
(@) I accept the terms in the license agreement Print

{1 do not accept the terms in the license agreement

InstallShield
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If you agree to the terms of the license agreement, please do select the corresponding
option and proceed with Next. If you decline these terms, when selecting the installation
will stop and the wizard will be closed after clicking on Finish:

o) Sentinel Protection Installer 7.5.0 - Install5hield Wizard

Setup Type - s !ﬁ r

Choose the setup type that best suits your needs, Protection Installer

Please select a setup type.

i® Complete
I All program features will be installed. (Requires the most disk
3 space.)

(I Custom

IE: Choose which program features you want to install. Recommended
3 for advanced users,

Instalizhield

< Back | Mext > Cancel

Select Complete as Setup Type and click on Next to Proceed:
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e Sentinel Protection Installer 7.5.0 - InstallShield Wizard

Ready to Install the Program - s ! ﬁ ”

The wizard is ready to begin installation. Pindction inatalier

Click Install to begin the instaliation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard,

Instalishield

< Back | Install Cancel

Now you are ready to install the dongle driver on your system. Click Install to proceed:

# Sentinel Protection Installer 7.5.0 - InstallShield Wizard

———

Windows Firewall detected! s ! - ’

Protection Installer

Important Note:

The setup program will install Sentinel Protection Server and Sentinel Keys Server an
this system. To allow accessing the Sentinel keys attached to this system by dients
on the network, your firewall settings will be modified. This will not affect the existing
security settings of this system. Do you want to modify these settings right now?

Tip!

To modify these settings in future, refer to the steps provided in the Help provided
with this software,

InstallShield

Yes Mo Cancel

© 2020 CardExchange Solutions, Inc.



Other 437

To allow access to the server, the firewall has to be modified to allow this. You can always
do this manual later, select No to do so. We advice to let the installer do the modifications
to the firewall as that guarantees the correct working of the dongle with the server. Click
Yes to proceed:

B Sentinel Protaction [nstaller 750 - |staliShield Wizard

Installshield Wizard Completed

The InstallShield Wizard has successfully installed Sentinel
Protection Installer 7.5.0. Click Finish to exit the wizard.

< Harl Firish Cance!

When the installation is successful you can click on Finish to close the installation wizard.
Now you can insert the dongle into a free USB port of your system and it will automatically
install the driver.

16.3 License Manager Troubleshooting

As is the case with all installation procedures, it is also possible that CardExchange ® Visitor
Network License edition doesn’t obtain a license from the License Manager successfully.
This will almost always result in the error message "All licenses are in use. Please try again
later.” Normally, this message means exactly what it says and you probably need to
purchase additional licenses. But if you get the message when there are available licenses,
there is probably something else going on.
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16.4

You should check with the WImAdmin tool on the server whether there are valid licenses in
the License Manager. If that is not the case, you have to check whether the machine ID has
changed (for example because the dongle has been removed or the network card has been
changed). Otherwise, the firewall is the most likely cause.

Here are some other suggestions:

e The Sentinel RMS License Manager service is not running on the server.

e The Sentinel RMS License Manager service is running, but no valid license has been
loaded.

e The CardExchange.Gateway.exe.config file of the client does not point to the correct
server name.

e The firewall is blocking the communication, either on the client or on the server.

e The CardExchange® Visitor version you are running does not match the license codes.

e The license file was not created.

e The environment variable did not contain the correct path, did not have sufficient admin
rights or did not include the full file name.

When changing configuration settings, it is often needed to restart the License Manager
service.

This is done in the Computer Management window via the Services node. The service is
called Sentinel RMS License Manager.

CardExchange® Visitor Database Logging

Within the configuration file is a commented out section as shown below:

O <entityFramework>

O <defaultConnectionFactory
type="System.Data.Entity.Infrastructure.SqlConnectionFactory, EntityFramework" />
O <providers>

O <provider invariantName="System.Data.SqlClient"
type="System.Data.Entity.SqlServer.SqlProviderServices, EntityFramework.SqlServer" />
O <provider invariantName="System.Data.SQLite.EF6"
type="System.Data.SQLite.EF6.SQLiteProviderServices, System.Data.SQLite.EF6" />

O <provider invariantName="MySql.Data.MySq|Client"

type="MySql.Data.MySqlClient.MySqlProviderServices, MySql.Data.Entity.EF6" />
O </providers>
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O <!--<interceptors>

O <interceptor type="System.Data.Entity.Infrastructure.Interception.DatabaseLogger,
EntityFramework" >

a <parameters>

O <parameter value="C:
\Users\Public\Documents\VisitorExchange\VisitorExchange.log"/>

O </parameters>

O </interceptor>

O </interceptors>-->
O </entityFramework>

Uncommenting this section will cause all database queries to be logged to the specified
file. CardExchange ® Visitor produces a lot of SQL queries so database logging is disabled
by default, but if there are any issues you can enable logging to help identify the problem.
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USB License Dongle can be

ID CardScan
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DigitalPersona 64

Secure Lockdown

Prod | Visitars | P Events

Back to Main Page II I‘ I‘II‘ II| II

When you are using the CardExchange® Visitor KIOSK client, in a lot of cases these
applications will run at locations where you have not a direct view on the visitors attending.
To ensure that visitors are not doing unplanned things with the KIOSK, we advice to use an

application to secure the KIOSK against closing down, entering the Windows menu,
accessing information, etc.

We therefore strongly advice to use Secure Lock down application from Inteset and a 30
day trial edition is available on this CD. We have tested the Standard edition and for $
19,95 your KIOSK is completely safe and secured.
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For more information, please visit their website:

http://www.inteset.com/secure-lockdown-standard-edition.html
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