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1 - ABOUT THIS DOCUMENT 
 
1.1 Overview 
This documentation is a guide on how to use Soyal Etegra Visitor Management System (SE-VMS). 
 
1.2 Objective 
The objective of this document is to serve as a guideline on How you SE-VMS 
 
 
2 – SOYAL ETEGRA VISITOR MANAGEMENT SYSTEM (SE-VMS) 
 
1.3 SE-VMS Overview 
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Soyal Etegra Visitor Management System (SE-VMS) is created with the capability to read MyKad 
and passport information to ease registration process and to reduce the sentiment of giving away the 
national ID card (MyKad) or passport to strangers 
 

SE-VMS is developed using .NET technology that provides reliability, flexibility and scalability. It is a 
stand-alone system where no complex configuration or installation is necessary. Specific requirements for 
integration can be included depending on the complexity. 
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1.4 Features 
 
Among the features provided by SE-VMS Enterprise version are: 
Enable visitor enrolment via Malaysian MyKad (Malaysian National ID card)/Passport/business card  
Keep track of visitor’s whereabouts 
Stores revisiting visitor’s details 
Print visitor slips (Optional) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note:  

Visitor enrolment via MyKad(Malaysian National ID) only work in 32bit OS 
version.. 
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3 - HOW TO START SE-VMS 
 
Click on the SE-VMS Visitor Management System.exe from desktop. 
 
 

 
 
 
 
 
Welcome screen will display. 
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Login screen will prompt out. Enter User Name and Password. Click on the Login button to log in into ViMS 
system.  
 
 
 
 

 
 
 
 
 
 
 
 

Remember my password Check Box 
Tick check box to save username and 
password, so that system will 
remember it and easy for next time 
login. 

User Name & Password 
Enter correct username and 
password to log in into system. 
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After successful login, system will display screen as shown below. 
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4 - HOW TO USE SE-VMS 
 
4.1 Registration 
  
This module is handling all about visitor details. 
 

4.1.1 Check In 
 
Click on the Registration panel button.  
 
Then, click on the Check In button under Registration panel.  

 
 

  
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Check In Button 
Click to open Visitor 
Check In form. 



   SOYAL SE-VMS USER MANUAL  

 

 
 

9 

 
System will display Visitor Check In form as shown below.  

 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 

Search Image 
Button 
Click to search 
previous 
registered 
visitor.  

Working Permit 
Expiry Date  
Set the date to set 
working permit 
expire date.  

Reset [F5] 
Button 
Click to 
clear form. 

Close [F4] 
Button 
Click to 
close form. 

Check In [F7] 
Button 
Click to check 
in visitor. 

This is shortcut for 
Visitor Company. 
For more details 
please refer page 
32. 

This is shortcut 
for Category. For 
more details 
please refer 
page 104. 

This is shortcut 
for manage host 
details. For more 
details please 
refer page 109. 

This is shortcut for 
company/organiza
tion maintenance. 
For more details 
please refer page 
92. 

 

This is shortcut for 
Purpose. For more 
details please refer 
page 99 

This is shortcut 
for Floor. For 
more details 
please refer 
page 87. 

This is shortcut for 
Recent visitor has 
been check in. 

This is shortcut for 
General Settings. 
For more details 
please refer page 
143. 

This is shortcut for 
Emergency 
Evacuation report. 

Print [F6] 
Button 
Click to 
print card 

This is shortcut for 
add additional 
detail. For more 
details please refer 
page 12. 

This is shortcut for 
Material Check-in 
Remarks for more 
details please refer 
page 57. 

 

Daily report 
button 
This is shortcut 
for email daily 
report. 

This is shortcut for 
Scan Card Name. 
For more details 
please refer page 
13. 

Capture Button 
Click to capture 
image using 
camera. 

This is shortcut for 
Door &lift Access 
maintenances. For 
more details 
please refer page 
159. 

 

MY Kad [F2] 
Button 
Click to read 
MYkad 
Details  

This is shortcut for 
available parking. For 
more details please 
refer page 147. 
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1. Click on the Search image button to search for the previously registered visitor; or automatically 
read MyKad/Passport or manually enter his/her New NRIC Select visitor. 
 

2. Then click on the OK button, or just double click at the specified registered visitor.  
 
     

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

New IC No 
Double click here 
to select 
registered visitor. 

List of registered 
visitor. 
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3. Selected registered visitor details will display on the Visitor Check In form. Insert further details for 
registered visitor.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: 

Make sure to key in all light yellow colour fields because it is mandatory fields. If 
not, system will prompt out a warning message and check in process cannot be 
done. 
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4. Click Add additional details     button , to add additional information of visitor: 
 
 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

Scan button 
Click to scan 
visitor document 

Save and close 
button  
Click to save and 
close information  

Save Button 
Click to 
capture and 
save image of 
visitor 
document  

Camera 
button 
Click to scan 
visitor 
document 
via USB 
camera 

Name Card 
Scan Button  
Click to scan 
name card   
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5. Click Name Card Scan button     to get new visitor information from their card name. 
 

6. Click Re-scan Card button to re-scan Name card information. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Visitor Information 
Field  
Select one of option 
to set/edit data 
from Name Card   

Name Card Data  
All the data 
scanned from 
Name Card  

Proceed 
Check In 
Click to save 
the changes  
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7. Click Material Check-In & Remarks link, to add any visitor’s material photo:  
 

 
  

8. Double click at four images in the first list to capture material one by one.  
 
  
 
 
 
 
 
 
 

9. Click on the Print Card [F6] button to print visitor card. System will prompt out a message box as 
shown below. 

 

 
 

 
 

 
 

Note:  

- First list of 6 images will be material check in  

- Second list of 6 images will be material check-out which cannot be click during 
check-in   
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10. Click on the Yes button to proceed printing process. Then system will display visitor card design and 
a confirmation message to proceed card printing process. 

 

 
 

 
11. Click YES button to proceed print visitor card. 
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12. User can directly click on the Check-In [F7] button to check in visitor. Click on the OK button to 
close the message box. 

 
 

 
 

 
13. System will display a below message box during check-in process. (Please refer on page 159 to 

disable this option). 
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14. Click on the Yes to print visitor slip. Then, system will display visitor slip. 
 
 

 
 
 

15. Click on the Close [F4] button to close the Visitor Check In form. 
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4.1.2 Check Out 
 
Click on the Registration panel button.  
 
Then, click on the Check Out button under Registration panel.  
 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Check Out Button 
Click to open CHECK 
OUT form and check 
out visitor. 
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System will display Check Out form as shown below. 

 
 
 
 
 

 
  

Refresh Button 
Click to clear form. 

List of Check In 
visitor. 

Close Button 
Click to close form. 

Material Check-Out 
Fields 
Enter material name 
bring by visitor 
before check out. 

Material Check Out  
Click to capture 
material check out 
images   

This is shortcut for 
Recent visitor has 
been check out. 

This is shortcut for 
group check out. 
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1. Enter Pass No to search specific check-in visitor then check-in visitor will display in list area.  
 
2. Click on the visitor from list to view visitor details.  

 
3. Click at Material Check-out link to capture images of visitor’s material during check-out.  

 
 

 
 

 
4. Double click at second list of four images to add material images from visitor during check-out.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note:  

- First list of 6 images will be material check in which cannot be click during check-
out 

- Second list of 6 images will be material check-out. 
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5. Double click on the visitor’s name from list to view visitor detail information the visitor. 
 

 
 
 

6. Click check-out button (F2) to check out, then, system will pop up a success message box. Click on 
the OK button to close the message box. 
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4.1.3 Manage Visitor 
 
Click on the Registration panel button. Then, click on the Manage Visitor button under Registration 
panel.  

 
 

  
 
 
 

Manage Visitor Button 
Click to open Search 
Visitor form and 
manage visitor. 
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System will display Manage Visitor form as shown below.  
 

 
 
 
 
 
 
 
 
 
 
 
 
There are two tab’s functions available under Manage Visitor form: 

 

All listed registered 
visitors in the database. 
 

Search Button 
Click to search 
existing visitor. 

OK Button 
Click to 
confirm 
visitor 
selection. 

List All Button 
Click to list all 
existing visitor 
from 
database. 

Clear Button 
Click to clear 
form. 

Close Button 
Click to close 
form. 

Add New 
Visitor Button 
Click to add 
new visitor.  
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(A) Search Visitor  
 

1. The search can be refined by using the search criteria. Click on the Search button to run a new 
search. 

 
2. Select registered visitor from list, then click on the OK button to view visitor details, or double click 

on any one listed item from the search visitor screen. 
 

3. System will display Visitor Details form as shown below:  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Save Button 
Click to update 
details. 

Delete Button 
Click to delete 
visitor. 

Clear Button 
Click to clear 
form. 

Close [Esc] 
Button 
Click to close 
form. 
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4. Edit visitor details, then click on the Save button to update details.  
 

5. System will pop up a message box to indicate update process was succeeded. Click on the OK 
button to close the message box.  

 
 

 
 

 
6. Visitor also can be deleted by clicking on the Delete button. Then system will pop up a confirmation 

message to delete. Click on the Yes button to continue delete visitor 
 
 

 
 
 

7. After that, system will pop up a success delete message. Click on the OK button to close the 
message box. 
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8. Click on the Add new Visitor button from Search Visitor form to register new visitor. System will 
display Visitor Details form as shown below. 

 
 

 
 
 

9. Click on the MyKad [F2] button to read mykad details automatically or manually key in the details. 
 

10. Click on the Save button to save new registered visitor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note:  

Make sure to plug in MyKad reader/ OEM reader/ Smart Card reader to read 
MyKad details automatically. If not, system will prompt out a warning 
message. 
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(B) Import/export visitor  
 

Download all visitors 
 
 

 
 
 

1. Step 1: Click on the Download All Visitor button to download all visitors from server 
 

2. Step 2: System will display save form as shown below. Search for location to save al l host 
information. Click on the Save button to save the information. 

 

Close Button 
Click to close 
form. 

Import Visitor’s 
Button 
Click to import 
visitor from local 
disk. 

Download All 
Visitor Button 
Click to download 
all hosts from 
server. 

Show process status. 
 

Import Visitor 
Photo 
Click to import 
visitor photo  
from local disk  

Download sample 
visitor file format Link 
Click to view sample of 
visitor file format  
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3. Step 3: System will display save process Status right after save button is clicked. Sample image is 
shown as below. 
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4. Step 4: Then, system will display a success message box as shown below. Click on the Yes button to 
 open directly the file, or click on the No button to save file without open it. 

 

 
 
 

Import Visitor 
 

1. Step 1: Click on the import visitor button to import visitor information from local disk into server. 
 

2. Step 2: System will display Open form as shown below. Search for location file to open visitor 
information file. Click on the Open button to open the information. 
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3. Step 3: Finally system will pop up a success message box to indicate import process complete. Click 
on the OK button to close the message box. 

 

 
 
 

Import Visitor Photo 
 

1. Step 1: Click on the import visitor photo button to import visitor photo from local disk into server. 
 

2. Step 2: System will display Browse for folder form as shown below. Expand one of location list to 
locate image file in the disk then Click OK button. 
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3. Step 3: Finally system will pop up a success message box to indicate import process complete. Click 
on the OK button to close the message box. 

 

 
 
 
 

Close 
 

1. Step 1: Click on the Close [Esc] button to close form. 
 

2. Step 2: Other than that, user also can close form by clicking  on the button. 
 

 
 
 
 

Close Button 
Click to close 
form. 

Close Button 
Click to close 
form. 
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4.1.4 Visitor Company 
 

Click on the Registration panel button. Then, click on the Visitor Company button under 
Registration panel.  

 
 
 

  
 

Visitor Company Button 
Click to open Visitor 
Company Maintenance 
form and maintenance 
visitor company records. 



   SOYAL SE-VMS USER MANUAL  

 

 
 

33 

System will display Visitor Company Maintenance form as shown below.  
 

 
 
 

1. Key in visitor company information and click on the Save button to register new visitor company. 
System will display a success message box. Click on the OK button to close the message box. 
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2. Click on the Search button to search existing visitor company. System will display Visitor Company 
Search Result form. 

 

 
 

3. Select visitor company from list, then click on the OK Button to view details; or just double click on 
visitor company from Search result list. System will display selected visitor company details as 
shown below. 

 

  
 
 

List of visitor 
company. 
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4. Edit details then click on the Update button to update details. After that, system will display a 
success message box. Click on the OK button to close the message box. 

 

 
 

 
5. Visitor Company can be deleted by clicking on the Delete button. Then system will pop up a 

confirmation message to delete. Click on the Yes button to proceed delete process. 
 
 

 
 

 
6. After that, delete confirmation message box will display as shown below. Click on the OK button to 

close the message box. 
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4.1.5 Blacklist 
 

Click on the Registration panel button. Then, click on the Blacklist button under Registration panel.  
  
 
 

   
 
  
  

Blacklist Button 
Click to open Visitor 
Blacklist form. Blacklist bad 
visitor or reactivate 
blacklisted visitor. 
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System will display Visitor Blacklist form as shown below.  
 
 

 
 
 

 
 
 
  
 
 
 
 
 
 

There are three tab’s functions available under Visitor Blacklist form: 
 
 
 
 

Blacklist Button 
Click to blacklist 
registered visitor. 

Close [Esc] Button 
Click to close form. 

Search Button 
Click to search 
registered visitor. 

Action Radio Button 
Select to blacklist or 
re-activate visitor. 

Clear Button 
Click to Clear Form 
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(A) Blacklist/Activate 
 
Blacklist 

 
1. Step 1: Search for the registered visitor to be blacklisted by clicking on search button. System will 

display Visitor Search Result form as shown below 
 

 
 

2. Step 2: Select visitor from search result list, then click on the OK button; or double click on the 
visitor from search result list. System will display selected visitor details as shown below. 
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3. Step 3: Enter the blacklist reason, if not system will prompt out a warning message as shown 
below. Click on the OK button if this warning message occurs. 

 

 
 

 
4. Step 4: After that, click on the Blacklist button to blacklist selected visitor. System will display a 

success message box as shown below. Click on the OK button to close the message box. 
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Re-activate 
 

1. Step 1: If user wants to re-activate blacklisted visitor, select Re-Activate action from Visitor Blacklist 
form. Then follow step1 And 2 from blacklist function. System will display form as shown below. 

 

 
 
 

2. Step 2: Enter the re-activate reason, if not system will prompt out a warning message as shown 
below. Click on the OK button if this warning message occurs. 
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3. Step 3: After that, click on the Re-Active button to re-activateblacklisted visitor. System will display 
a success message boxas shown below. Click on the OK button to close the message box. 

 
 

 
 

   
 

(B) Blacklisted image gallery  
 

1. Step 1: Choose one of radio buttons, Blacklisted-To show blacklisted visitors images, re-activated-
To show re-activated visitors images.  
 

 
 

Generate Report 
Click to generate 
report  Action Radio Button 

Select to Blaclisted – 
show only blacklist 
visitor. Action Radio Button 

Select to re-activated -
show only re-activated 
visitor. 

Action Radio Button 
Select to show all - Show 
blacklist and reactived visitor. 
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2. Step 2: Click generate report button, it will shows a list of particular result: 
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(C) Import blacklisted visitor 
 

 
 

Import Blacklisted visitor  
 

1. Step 1: Click on the import blacklisted visitor button to import blacklisted visitor information from 
local disk into server. 

 
2. Step 2: System will display Open form as shown below. Search for location file to open blacklisted 

visitor information file. Click on the Open button to open the information. 

Close Button 
Click to close 
form. 

Import blacklisted 
image Button 
Click to import 
blacklisted visitor 
images from local 
disk. 

 Import blacklisted 
Visitor Button 
Click to import 
blacklisted visitor 
from disk 

Show process status. 
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3. Step 3: Finally system will pop up a success message box to indicate import process complete. Click 
on the OK button to close the message box. 
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Import Blacklisted image 
 

1. Step 1: Click on the import blacklisted image button to import blacklisted visitor photo from local 
disk into server. 
 

2. Step 2: System will display Browse for folder form as shown below. Expand one of location list to 
locate image file in the disk then Click OK button. 

 
 

 
 
 

3. Step 3: Finally system will pop up a success message box to indicate import process complete. Click 
on the OK button to close the message box. 
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4.2 Report 
 

This module is using to generate various types of reports regarding visitor and system activities. 
 

4.2.1 Visitor In & Out Detailed Report 
 

Click on the Report panel button. Then, click on the Visitor in & out detailed report button under 
Report panel.  
 
 

 

  
 
 
 
 

 In & Out 
Summary Button 
Click to open 
form. 
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System will display Visitor In & Out Summary form as shown below. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
There are three tab’s functions available under Visitor In & Out Summary form: 

Generate Button 
Click to generate 
report. 

Print Button 
Click to print 
report. 

Export Button 
Click to export 
report. 

Please refer on 
page 171 for 
more details. 

Close [Esc] 
Button 
Click to close 
form. 

Enable time 
stamp Checkbox 
Click to generate 
report based on 
time stamp. 
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(A) Visitor in & out Detail report 
 

1. Step 1: Select Search Criteria, Visitation Date, Status and Sort By accordingly to get the specific 
report. 

 
2. Step 2: Click on the Generate button to generate report. Sample report is shown as image below. 

 

 
 
 

3. Step 3: Click on the Print button to print report 
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4. Step 4: Click on the Export button to export the report. System will display a success message right 
after Export button’s click.  

 

 
 

5. Step 5: Click on the YES button to close the message box and open exported file. Click NO, to 
continue and open exported file later. 
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(B) Visitor in & out summary 
 

 Summary count visitor total in & out.  
 

1. Step 1: Select Visitation Date and Status By to get the specific report. 
 

2. Step 2: Click on the Generate button to generate report. Sample report is shown as image below 
 
 

 
 
 

Generate Button 
Click to generate 
report. 

Group By 
Show by group 
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(C) Visitor in & out summary by image 
 

1. Step 1: Select Visitation Date and Status By to get the specific report. 
 

2. Step 2: Click on the Generate button to generate report. Sample report is shown as image below. 
 
 
 
 
 
 
 

 
 
  
 
 
  

Generate Button 
Click to generate 
report. 

Full Screen 
Click to show in  
Full screen mode 
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4.2.2 In & Out Summary 
 
Click on the Report panel button. Then, click on the In & Out Individual Summary button under Report 
panel.  
 
 
 

  
 

In & Out Individual 
Summary Button 
Click to open form. 
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System will display In & Out Individual Summary form as shown below. 
 

 
 
 
There are two tab’s functions available under In & Out Summary form: 
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(A) In & Out Individual Summary 
 

1. Select Search Criteria, Visitation Date, Status and Sort By accordingly to get the specific report. 
 

2. Click on the Generate button to generate report. Sample report is shown as image below. 
 

 
 
 
 
 
 
 
 
 
 
 

3. Click on the Print button to print report. 
 

Note: 

User need to select at least one of search criteria item, if not a warning message will 
pop up. 
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4. Click on the Export button to export the report. System will display a success message right after 
Export button’s click. Click on the OK button to close the message box. 

 

 
 

5. Click on the YES button to close the message box and open exported file. Click NO, to continue and 
open exported file later. 
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(B) Visitor visit location summary 
 

1. Select Search Criteria, Visitation Date, Status and Sort By accordingly to get the specific report 
. 

2. Click on the Generate button to generate report. Sample report is shown as image below. 
 

 
 

3. Click on the Print button to print report. 
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4.2.3 Material check-in & out summary 
 

Click on the Report panel button. Then, click on the Material check-in & out Summary button under 
Report panel.  

 
 
 

Material check-in & out 
summary Button 
Click to open form. 
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System will display Material Check-In & Check-Out Summary form as shown below. 
 

 
 
 

1. Select Search Criteria, Visitation Date and Sort By accordingly to get the specific report. 
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2. Click on the Generate button to generate report. Sample report is shown as image below. 
 

 
 

3. Double click any list to view material images during  check in/out and to compare it  
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4. Click on both radio button from first row and second row then click compare button to compare 
both images:  

 

 
 

5. Click on the Print button to print report. 
 

6. Click on the Export button to export the report. System will display explorer window to select folder 
destination save file right after Export button’s click. Click on the Save button’s . 

 
7. Click on the YES button to close the message box and open exported file. Click NO, to continue and 

open exported file later. 
 

 
 
 
 
 
 



   SOYAL SE-VMS USER MANUAL  

 

 
 

61 

4.2.4 Visitor Visit Trace 
 

Click on the Report panel button. Then, click on the Visitor Visit Trace Report button under Report 
panel. 

 
  
 

Visitor Visit Trace 
& Report Button 
Click to open form. 
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System will display Visitor Visit Trace Report form as shown below. 
 

 
 

 
There are three tab’s functions available Visitor Visit Trace forms: 
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(A) Visitor Visit Count Summary 
 

1. Select “Visitor Visit Count Summary” Search Criteria, Visitation Date and Sort By accordingly to get 
the specific report. 

 
2. Click on the Generate button to generate report. Sample report is shown as image below. 

 

 
 

3. Click on the Print button to print report. 
  

4. Click on the Export button to export the report. System will display explorer window to select folder 
destination save file right after Export button’s click. Click on the Save button’s . 

 
5. Click on the YES button to close the message box and open exported file. Click NO, to continue and 

open exported file later. 
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(B) Visitor Visit Trace Summary 
 

1. Select “Visitor Visit Trace Summary” Search Criteria, Visitation Date and Sort By accordingly to get 
the specific report. 
 

2. Click on the Generate button to generate report. Sample report is shown as image below. 
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3. Click on the Print button to print report. 

 
4. Click on the Export button to export the report. System will display explorer window to select folder 

destination save file right after Export button’s click. Click on the Save button’s. 
 

5. Click on the YES button to close the message box and open exported file. Click NO, to continue and 
open exported file later. 

 

 
 
 

(C) Visitor Visit Summary by Date/Month/Year 
 

1. Select “Visitor Visit Summary by Date/Month/Year” Search Criteria, Visitation Date and Sort By 
accordingly to get the specific report. 

 
2. Click on the Generate button to generate report. Sample report is shown as image below. 
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3. Click on the Print button to print report. 
  

4. Click on the Export button to export the report. System will display explorer window to select folder 
destination save file right after Export button’s click. Click on the Save button’s. 

 
5. Click on the YES button to close the message box and open exported file. Click NO, to continue and 

open exported file later. 
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4.2.5 Overstay Report 
 

Click on the Report panel button. Then, click on the Overstay Report button under Report panel.  
 
 

 

  
 
 

Overstay Report 
Button 
Click to open form. 
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System will display Overstay Report form as shown below. 
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1. Select “Overstay Report” Search Criteria, Visitation Date and Sort By accordingly to get the specific 
report. 
 

2. Click on the Generate button to generate report. Sample report is shown as image below. 
 

 
 

3. Click on the Print button to print report. 
  

4. Click on the Export button to export the report. System will display explorer window to select folder 
destination save file right after Export button’s click. Click on the Save button’s. 

 
5. Click on the YES button to close the message box and open exported file. Click NO, to continue and 

open exported file later. 
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4.2.6 Blacklist Visitor Report 
 
Click on the Report panel button. Then, click on the Blacklist Visitor Report button under Report panel.  
 
 
 

  
 

Blacklist/Reactivate 
Visitor  Report Button 
Click to open form. 
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System will display Blacklist Report form as shown below. 
  

 
 
 

1. Select Categorized By combo box and others criteria under selected category accordingly to get the 
specific report. 
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2. Click on the Generate button to generate report. Sample report is shown as image below. 
 

 
 

3. Click on the Print button to print report. 
  

4. Click on the Export button to export the report. System will display explorer window to select folder 
destination save file right after Export button’s click. Click on the Save button’s. 

 
5. Click on the YES button to close the message box and open exported file. Click NO, to continue and 

open exported file later. 
 
 

 
 



   SOYAL SE-VMS USER MANUAL  

 

 
 

73 

4.2.7 System Access Summary 
 
Click on the Report panel button. Then, click on the Access Summary button under Report panel.  
 
 
 

  
 

Audit Report Button 
Click to open form. 
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System will Audit report form as shown below. 
 

 
 
 
There are two tab’s functions available Audit Report forms: 

Select operator 

Filter activity 
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(A) Audit Report  
 

1. Select System User combo box and date range accordingly to get the specific report. 
 

2. Click on the Generate button to generate report. Sample report is shown as image below. 
 

 
 

3. Click on the Print button to print report. 
 

4. Click on the Export button to export the report. System will display explorer window to select folder 
destination save file right after Export button’s click. Click on the Save button’s. 

 
5. Click on the YES button to close the message box and open exported file. Click NO, to continue and 

open exported file later. 
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(B) System Access summary 
 

1. Select operator and filter date. 
 

2. Click on the Generate button to generate report. Sample report is shown as image below 
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3. Click on the Print button to print report. 
 

4. Click on the Export button to export the report. System will display explorer window to select folder 
destination save file right after Export button’s click. Click on the Save button’s. 

 
5. Click on the YES button to close the message box and open exported file. Click NO, to continue and 

open exported file later. 
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4.2.8 Print Visitor Information 
 

Click on the Report panel button. Then, click on the Print Visitor Information button under Report 
panel.  

 
 
 

  
 

Print Visitor 
Information Button 
Click to open form. 
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System will display Print Visitor Information form as shown below. 
 

 
 
 
 
 
 
 
 

Print Button 
Click to print 
visitor 
information. 

Close [Esc] 
Button 
 
Click to 
close form.  

Search Image 
Button 
Click to search 
visitor. 

Print Visitor ID 
Scab Image Button 
 
Click print visitor 
slip with Image 
from scanning   
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1. Click on the Search image button to search visitor. Then, system will display Search Visitor screen as 
shown below.  
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2. Select visitor from list then click on the OK button; or double click on the selected visitor. System 
will display selected visitor information details on the Print Visitor Information form as shown 
below. 
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3. Click on the Print Visitor slip button to print receipt regarding selected visitor. Then, system will 
display Print Receipt and a confirmation message box for printing as shown below. Click on the Yes 
button to proceed print process. 

 

 
 
 

Sample of receipt as shown as below.  
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4. Click on the Print Visitor ID scan Image button to print receipt regarding selected visitor with image 

that has been scanned. Then, system will display Print Receipt and a confirmation message box for 
printing as shown below. Click on the Yes button to proceed print process 

 

 
 
 

Sample of receipt as shown as below.  
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4.2.9 Access tracker report 
 

Click on the Report panel button. Then, click on the Print Visitor Information button under Report 
panel.  

 
 
 

  
 
 
 
 
 
 
 
 
 
 
 

Access tracker report 
Click to open form. 
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System will display Print Visitor Information form as shown below. 
 

 
 

 
1. Select  Search Criteria, Visitation Date and Sort By accordingly to get the specific report. 
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2. Click on the Generate button to generate report. Sample report is shown as image below 
 

 
 

3. Click on the Print button to print report. 
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4.3 Maintenance 
 
This module is using for system maintenance. 
 

4.3.1 Floor Settings 
 

Click on the Maintenance panel button. Then, click on the Floor Settings button under Maintenance 
panel.  
 

 

  

Floor Settings Button 
Click to open Floor 
Maintenance form, and 
maintenance floor. 
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System will display Floor Maintenance form as shown below. 
 

 
 
 
 
 
 
 

 
There are six functions available under Floor Maintenance form: 

 
(A) Add New Floor 

 
1. Step 1: Key in Code and Description fields. Click on the Save button to save new floor. 

 

    
 

2. Step 2: Then, system will display a success message box. Click on the OK button to close the 
message box. 

 

 

Search listed 
floor 

Clear  field Save floor Delete floor 
Close [ESC] 
button 
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(B) Search Floor 
 

1. Step 1: Click on the Search button, then system will display Visitor Search result window as shown 
below. 

 

 
 

2. Step 2: Select floor from list, then click on the OK button; or double click floor from list. After that, 
system will automatically display floor details. 

 

 
 
 
 
 
 
 
 
 

List of floor. 
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(C) Update Floor 
 

1. Step 1: Repeat step (B) 
 

2. Step 2: Edit item in the Description fields. Then click on the Update button to update floor details. 
System will pop up a success message box as shown below. 

 

 
 

3. Step 3: Click on the OK button to close the message box. 
 

(D) Delete Floor 
 

1. Step 1: Repeat step (B) 
 

2. Step 2: Click on the Delete button to delete selected floor. System will pop up a confirmation 
message to delete record. Click on the Yes button to proceed delete process. 

 

 
 

3. Step 3: Finally, system will pop up a success message box as shown below. 
 

 
 

4. Step 4: Click on the OK button to close the message box. 
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(E) Clear Floor Maintenance form 
 

1. Click on the Clear button. Then, automatically all key in items on the form is clear. 
 

(F) Close Floor Maintenance form 
 

1. Click on the Close [Esc] button to close form. Other than that, user also can close form by clicking 

on the   button.    
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4.3.2 Host Company 
 

Click on the Maintenance panel button. Then, click on the Organization button under Maintenance 
panel.  

 
 
 

  

Host Company Button 
Click to open Host 
Company Maintenance 
form.  
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System will display Organization Maintenance form as shown below. 
 

 
 
 
There are six functions available under Organization Maintenance form: 
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(A) Add New Organization 
 

1. Step 1: Key in Organization Information, Contact Person  Information and Add Block Floor.  
 

2. Step 2: Block floor can be added by entering Block Name fields and then click on the Add button 
beside the fields. Block will added into list. 

 

 
 
 
 
 
 
 
 

Add Button 
Click to add 
block floor  to 
list.  

Remove Button 
Click to remove 
block floor from 
list. 

List of block. 
 

Note: 

Make sure to key in Organization Code and organization Name fields, if not 
system will display a warning message. Organization Code is automatically 
created by system. 
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3. Step 3: Click on the Save button to save new organization. Then a success message box will pop up 
to indicate save process is complete. Click on the OK button to close the message box. 

 

 
 

 
(B) Search Organization 

 
1. Step 1: Click on the Search button to search visitor organization from list. System will display Visitor 

Search Result form as shown below. 
      

 
 

2. Step 2: Select item from list, then click on the OK button; or double click on the item from list to 
display details of item. 

 

List of organization. 
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(C) Update Organization 
 

1. Step 1: Repeat Step (B) 
 

2. Step 2: Edit any require fields. 
 

 
 

3. Step 3: Click on the Update button to update organization details. System will pop up a success 
message box as shown below. 

 

 
 

4. Step 4: Click on the OK button to close the message box. 



   SOYAL SE-VMS USER MANUAL  

 

 
 

97 

(D) Delete Organization 
 

1. Step 1: Repeat Step (B) 
 

2. Step 2: Click on the Delete button to delete selected organization. System will pop up a 
confirmation message to delete record. Click on the Yes button to proceed delete record. 

 

 
 

3. Step 3: Finally, system will pop up a success message box as shown below. 
 

 
 

4. Step 4: Click on the OK button to close the message box. 
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(E) Clear Organization Maintenance form 

 
1. Click on the Clear button. Then, automatically all key in items on the form is clear. 

 
(F) Close Organization Maintenance form 

 
1. Click on the Close [Esc] button to close form. Other than that, user also can close form by clicking 

on the      button.    
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4.3.3 Visit Purpose 
 

Click on the Maintenance panel button. Then, click on the Visit Purpose button under Maintenance 
panel.  

 
 

  
 

Visit Purpose Button 
Click to open Purpose 
of Visit Maintenance 
form.  
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System will display Purpose of Visit Maintenance form as shown below. 
 

 
 

There are six functions available under Purpose of Visit Maintenance form: 
 

(A) Add Visit Purpose 
 

1. Step 1: Key in Code and Description fields. Click on the Save button to save new purpose. 
 
 

 
 
 

2. Step 2: Then, system will display a success message box. Click on the OK button to close the 
message box. 

 
 

 
 
 
 
 
 
 
 



   SOYAL SE-VMS USER MANUAL  

 

 
 

101 

(B)Search Visit Purpose 
 

1. Step 1: Click on the Search button, then system will display Visitor Search result window as shown 
below. 

 

 
 

2. Step 2: Select purpose from list, then click on the OK button; or double click purpose from list. After 
that, system will automatically display purpose details. 

 
(C) Update Visit Purpose 

 
1. Step 1: Repeat step (B) 

 
2. Step 2: Edit item in the Description fields. 

 

 
 

List of purpose. 
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3. Step 3: Then click on the Update button to update purpose details. System will pop up a success 
message box as shown below. 

 

 
 

4. Step 4: Click on the OK button to close the message box. 
 

(D) Delete Visit Purpose 
 

1. Step 1: Repeat step (B) 
 

2. Step 2: Click on the Delete button to delete selected purpose. System will display a confirmation 
message to delete. Click on the Yes button to proceed delete  process. 

 
 

 
 

 
3. Step 3: Once again system will pop up a success message box to indicate delete process is done. 

Click on the OK button to close the message box. 
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(E) Clear Purpose of Visit Maintenance form 

 
1. Click on the Clear button. Then, automatically all key in items on the form is clear. 

 
(F) Close Purpose of Visit Maintenance form 

 
1. Click on the Close [Esc] button to close form. Other than that, user also can close form by clicking 

on the  button.    
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4.3.4 Visitor Category 
 

Click on the Maintenance panel button. Then, click on the Visitor Category button under 
Maintenance panel.  

 
 
 

  

Visitor Category 
Button 
Click to open Visitor 
Category 
Maintenance form.  
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System will display Visitor Category Maintenance form as shown below. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There are six functions available under Visitor Category Maintenance form: 
 

(A) Add Visitor Category 
 

1. Step 1: Enter details for Code fields, Description fields and Default check box. Click on the Save 
button to save new visitor category. 

 

 

Search Button 
Click to search 
visitor category. 

Close Button 
Click to close 
form. 

Clear Button 
Click to clear 
form. 

Delete Button 
Click to delete 
visitor category. 

Save Button 
Click to save 
visitor category. 

Default Check 
Box 
Click to set as 
default category 
in Check In form. 
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2. Step 2: Then, system will display a success message box. Click on the OK button to close the 
message box. 

 

 
 

(B) Search Visitor Category 
 

3. Step 1: Click on the Search button to search existing visitor category. System will display Visitor 
Search Result form as shown below. 

 

 
 
 

4. Step 2: Select an item from list then click on the OK button; or double click on the item from list.  
 
  

List of visitor category. 
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(C) Update Visitor Category 
 

1. Step 1 : Repeat step (B) 
 

2. Step 2: Edit item in the Description fields. Then click on the Update button to update visitor 
category details.  

 

 
 

3. Step 3: System will pop up a success message box as shown below. 
 

 
 

4. Step 4: Click on the OK button to close the message box. 
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(D) Delete Visitor Category 
 

1. Step 1: Repeat step (B) 
 

2. Step 2: Click on the Delete button to delete selected category. System will display a confirmation 
message to delete. Click on the Yes button to proceed delete process. 

 

 
 

3. Step 3: Once again system will pop up a success message box to indicate delete process is done. 
Click on the OK button to close the message box. 

 

 
 

 
(E) Clear Visitor Category Maintenance form 

 
1. Click on the Clear button. Then, automatically all key in items on the form is clear. 

 
(F) Close Visitor Category Maintenance form 

 
1. Click on the Close [Esc] button to close form. Other than that, user also can close form by clicking 

on the  button.    
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4.3.5 Manage Host Details 
 

Click on the Maintenance panel button. Then, click on the Manage Host Details button under 
Maintenance panel.  

 
 
 

  

Manage Host Details 
Button 
Click to open Manage 
Host Details form.  
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System will display Manage Host Details form as shown below. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
There are three tab’s functions available under Manage Host Details form: 
 
 
 
 
 
 

Close Button 
Click to close 
form. 

Import Host Button 
Click to import Host 
from local disk. 

Download All 
Hosts Button 
Click to 
download all 
hosts from 
server. 

Show process status. 
 

Note:  

Make sure to download sample host excel and follow the sample format in 
creating host excel.  

Download sample 
host excel file 
format Link 
Click to download 
sample host.  

Download sample 
host excel file 
format Link 
Click to import 
host images from 
local disk.  
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(A) Import Host Detail 
  

Download All Hosts 
 

 
 

1. Step 1: Click on the Download All Hosts button to download all host from server. 
 

2. Step 2: System will display Save form as shown below. Search for location to save all host 
information. Click on the Save button to save the information. 
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3. Step 3: System will display save process Status right after Save button is clicked. Sample image is 
shown as below. 

  

 
 

4. Step 4: Click on the YES button to close the message box and open exported file. Click NO, to 
continue and open exported file later. 
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Import Host 
  

1. Step 1: Click on the import host button, system will show form as shown below. 
 

 
 

2. Step 2: Click on the Browse excel file. Select an excel file to import. 
 

 

Import Data. 
Import Data to server 

Column arrangement 

Host information 
Host information 
will show at here 
after browse a file 
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3. Step 3: Assign column no by referring from host information detail 
 

4. Step 4: Finally system will pop up a success message box to indicate import process complete. Click 
on the OK button to close the message box. 

 

 
 

5. Step 5: Another option, click on the click here link to add/ append new host one by one, or click on 
the Add Host Details tab. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

This is shortcut to add 
host details one by one. 
For more details please 
refer page 126. 
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Import Host Image 
 

1. Step 1: Click on the import Host image button to import visitor photo from local disk into server. 
 

2. Step 2: System will display Browse for folder form as shown below. Expand one of location list to 
locate image file in the disk then Click OK button. 

 

 
 

3. Step 3: Finally system will pop up a success message box to indicate import process complete. Click 
on the OK button to close the message box. 
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(B) Add Host Detail 
 

 Add Host  
  

1. Step 1: Key in all available fields. Click on the Save button to save new host details. 
 

 
 

2. Step 2: Then, system will display a success message box. Click on the OK button to close the 
message box. 
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Search Host  
 

1. Step 1: Click on the Search button to search host. System will display Search Host form as shown 
below. 

 

 
 

2. Step 2: Select an item from list then click on the OK button; or double click on the item from list. 
Then system will display details of item selected as shown as image below. 

 

 
 

List of host. 
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Update Host Details 
 

1. Step 1: Repeat step Search Host 
 

2. Step 2: Edit item in the Description fields. Then click on the Update button to update visitor 
category details.  
 

 
 

3. Step 3: Then click on the Update button to update host details. 
 

4. Step 4: System will pop up a success message box as shown below. Click on the OK button to close  
message box. 
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Delete Host 
 

1. Step 1: Repeat step Search Host 
 
2. Step 2: Click on the Delete button to delete selected host. System will display a confirmation 

message to delete. Click on the Yes button to proceed delete process. 
 

 
 

3. Step 3: Once again system will pop up a success message box to indicate delete process is 
complete. Click on the OK button to close the message box. 

 

 
 

(E) Clear Manage Host Details form 
 

1. Click on the Clear button. Then, automatically all key in items on the form is clear. 
 

(F) Close Manage Host Details form 
 

1. Click on the Close button to close form.Step. Other than that, user also can close form by clicking 

on the  button.    
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4.4 Data Transfer  
 
This module is using to export data from system. 
 

4.4.1 Export Data 
 

Click on the Data Transfer panel button. Then, click on the Export Data button under Data Transfer 
panel.  
 
 

 

  

Export Data Button 
Click to open Export 
Data form and export 
require information.  
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System will display Export Data form as shown below. 
 

 
 
 
 

Here Link 
Click to open General Setting 
form and change export data 
file format. 
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There are six functions available under Export Data form. 
 

(A) Export Visitor In & Out Summary 
 

1. Step 1: Click on the Export Visitor In & Out Summary button. 
 

 
 
 
 
 
 
 

Export Visitor In & 
Out Summary Button 
Click to export in & 
out summary data. 
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2. Step 2: System will display Save form as shown below. By default, file name is set as 
VisitorInOutSummary.htm, but user can put any name and after that click on the Save button to 
save the file. (Format file to export data is based on setting in General Setting) 

 

 
 

3. Step 3: Finally, system will pop up a success message box. Click on the OK button to close the 
message box. 
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(B) Export All Visitor Information 
 

1. Step 1: Click on the Export All Visitor Information button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Export All Visitor 
Information Button 
Click to export all 
visitor information. 
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2. Step 2: System will display Save form as shown below. By default, file name is set as 
AllVisitorInformation.htm, but user can put any name and after that click on the Save button to 
save the file. (Format file to export data is based on setting in General Setting) 

 

 
 

3. Step 3: Finally, system will pop up a success message box as shown below. Click on the OK button 
to close the message box.  
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(C) Export All Host Information 
 

1. Step 1: Click on the Export All Host Information button. 
  

 
 
 
 
 
 

Export All Host 
Information Button 
Click to export all host 
information. 
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2. Step 2: System will display Save form as shown below. By default, file name is set as 
AllHostInformation.htm, but user can put any name and after that click on the Save button to save 
the file. (Format file to export data is based on setting in General setting. Refer on page 145 for 
more details). 

 

 
 

3. Step 3: Finally, system will pop up a success message box as shown below. Click on the OK button 
to close the message box.  
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(D) Export All Blacklist Visitor 
 

1. Step 1: Click on the Export All Blacklist Visitor button. 
 

  
 
 
 
 
 
 

Export All Blacklist 
Visitor Button 
Click to export all 
blacklist visitor records. 
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2. Step 2: System will display Save form as shown below. By default, file name is set as 
VisitorBlacklistSummary.htm, but user can put any name and after that click on the Save button to 
save the file. (Format file to export data is based on setting in General Setting) 

 

 
 

3. Step 3: Finally, system will pop up a success message box as shown below. Click on the OK button 
to close the message box. 
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(E) Export All System Access Summary 
 

1. Step 1: Click on the Export All System Access Summary button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Export All System Access 
Summary Button 
Click to export all system 
access summary. 
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2. Step 2: System will display Save form as shown below. By default, file name is set as 
SystemAccessSummary.htm, but user can put any name and after that click on the Save button to 
save the file. (Format file to export data is based on setting in General Setting) 

 

 
 

3. Step 3: Finally, system will pop up a success message box as shown below. Click on the OK button 
to close the message box. 
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(F) Export All visitor/contractor work permit expiry report 
 

1. Step 1: Click on the export all visitor/contractor work permit expiry report. 
 

 
 

2. Step 2: Enter no of expiry days, ‘0’ will export visitor/contractor who’s work permit already expired 
 

 

Export all 
visitor/contractor work 
permit expiry report 
Click to export all system 
access summary. 

Permit expiry days  
Filter no of permit expiry 
days. 
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3. Step 3: System will display Save form as shown below. By default, file name is set as 
VisitorBlacklistSummary.htm, but user can put any name and after that click on the Save button to 
save the file. (Format file to export data is based on setting in General Setting) 

 

 
 

4. Step 4: Finally, system will pop up a success message box as shown below. Click on the OK button 
to close the message box. 

 
(G) Close Export Data Form 

 
1. Click on the Close [Esc] button to close form. In addition, user also can close form by clicking on the 

 button. 
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4.5 Settings 
 
This module is handling system setting. 
 

4.5.1 User Settings 
 

Click on the Settings panel button. Then, click on the User Settings button under Settings panel. 
 
 
 

    
  
 
 
 
 
 
 
 
 
 
 
 
 
 

User Settings Button 
Click to open User 
Management Setting 
form. 
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System will display User Management Setting form as shown below. 
 
 
 
 
 
 

 

 
 
 
 
 
 User’s Information 

Displays user’s 
information (if new 
user, enter the details). 

List of users. 

User 
Click here to select 
user; to edit or delete. 
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There are five functions available in user settings:- 
 

(A) Add New User Account 
  

1. Step 1: Select user access.  
- Super Admin (Full Access) 
- User Defined (Manually define user access) 
- Basic User (Check In & Out Only) 

 

 
 

2. Step 2: Key in Account Name, User Name, Password and Confirm Password fields. 
 

3. Step 3: Set user status by selecting Status combo box item. 
 

4. Step 4: Click on the Add button to add new user. System will prompt out a success message box. 
Lastly, click on the OK button to close the form. 
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5. Step 5: New created user account will added into list as shown below. 

 

 
 

(B) Update User Account 
  

1. Step 1: Select user from list. 
 

2. Step 2: Double click on the user from list, then selected user details will display on User’s 
Information area. 

 
3. Step 3: Edit user’s information.  
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4. Step 4: Click on the Update button to save user details changes. 
  

5. Step 5: System will prompt out a success message box as shown below. Click on the OK button to 
close the message box. 
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(C) Delete User Account 
 

1. Step 1: Select user from list. 
 

2. Step 2: Click on the Delete button to delete user account. 
 

3. Step 3: Then, a confirmation message box will pop up. Click on the Yes button to confirm delete or 
click on No button to cancel delete user account. 

 

 
 

4. Step 4: Finally, system will pop up a success message box. Click on the OK button to close the 
message box. 

 

 
 
 
 

(D) Clear Form 
  

5. Click on the Clear button to clear all key in item on the form. 
 

(E) Close Form 
 

1. Step 1: Click on the Close [Esc] button to close the form. Other than that, user also can close form 

by clicking on the  button.  
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4.5.2 Change Password 
 

Click on the Settings panel button. Then, click on the Change password Button 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Data Source 
Setting Button 
Click to open Data 
Source form. 
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System will display Change Password form as shown below 
 

(A) Change Password 
 

 
 

1. Step 1: Enter recent default name and password, then enter new password and retype new 
password. Click Save [F5] to proceed. 

 

 
 

2. Step: Finally, system will pop up a success message box. Click on the OK button to close the 
message box. 
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(B) Close Form 

 
1. Step 1: Click on the Close [Esc] button to close the form. Other than that, user also can close form 

by clicking on the  button.  
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4.5.3 General Settings 
 

Click on the Settings panel button.  
 

Then, click on the General Settings button under Settings panel.  
 
 
 

  

General Settings Button 
Click to open General 
Setting form. 
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System will display General Setting form as shown below. 
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There are three tabs available under General Setting:- 
 

(A) General  
 

Tick any checkboxes and radio buttons that is suit users need. Click on the OK button to save 
settings changes.  

 
 

 
 
 
 
 
 
 
 

Save Button 
Click to save all 
settings. 

Cancel [Esc] 
Click to cancel settings 
changes & close form. 

Restore setting 
This will reset all 
general setting only 
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Print visitor slip during check-in Check Box 

     
    
    Select the check box to print visitor slip during check in visitor.  
 

Show Check-Out window while application start-up Check Box 

     
     
    Select the check box to show check out window during  
    application is start up. The sample image is shown as below. 
 

 
 

Show Check-In while application start-up Check Box  

     
     
    Select the check box to show check in window during  
    application is start up. The sample image is shown as below. 
 

 

CHECK OUT FORM 
Check out form will 
display during system 
application is start up. 

CHECK IN FORM 
Check in form will display 
during system application 
is start up. 
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Convert all entry to upper case Check Box. 

     
     
    Select the check box to convert all entry to uppercase.  
    Even user is using lower case font, system will automatically convert it into upper case. 
 

Enable parking count alert Check Box 

 
      
    Select the check box to enable parking count alert. Fill in  
    the amount of enable parking count is going to be alert.  
    Select reset all parking count check box to reset all  
    parking count back to initial or 0. When the parking  
    count reach the count alert setting, system will display  
    alert message in CHECK IN form as shown below. Click on  
    Yes button to check in the visitor or click on the No  
    button to cancel check in visitor. 
 

       
 
 
 
 
 

Available 
parking. 

Available 
parking alert.  
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Enable remember password option on login screen Check Box 

 
 
    Select the check box to display remember password  
    option on login screen. The image is shown as below. 
 

 
          
 

Disable visitor image cropping  

 
 

Unselect the disable visitor image cropping on check in option then check in user , double 
click on photo frame and capture the picture ,the following window will appear to cropping 
visitor image: 

 

 

System will display this 
option on login screen 
when the Enable 
remembers password 
option on login screen 
check box from 
general setting is 

Button to get 
the original size 
of image 

Button to save 
& close window 
cropping 

Button to 
confirm image 
cropping 
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Smart search recent visitor record’s by their “Name” or “NRIC”  

 
 

Select option either “Name” or “NRIC”, then open check in, 
Try to search any name of visitor. 

 

 
 
 

Visitor search window display record count 

 
 

Tick the box, then choose number for the search result. 
”0” is default which will display all the search result. 

 

SMART SEARCH 
User can search recent 
visitor list by typed their 
name or NRIC depend 
on the setting 
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Record search type for this application 

 
  
  Tick the check box to search visitor record on check in and check out either by:  
 

CONTAINS - Type any letter(s) contains search word into search fields. System will display all 
records which contains that letter(s). 

 
STARTSWITH - Type any letter(s) into search fields starts with initial of search word. System will 
display all records start from that initial word. 

  
ENDSWITH - Type any letter(s) into search field begin from ending word. System will display all 
records based on search item.    

 
 

Application auto logout when system idle 

 
 

Tick the check box to disable and select one of options to allow system auto close 
 if no interaction with the system from the user within selected period of time 
 

 
 

DISPLAY RESULT 
Search result display 
entire visitor in 
database if the 
limit=”0” 
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Auto refresh visitor check-out list by every 

 
 

Tick the check box to set auto refresh for check-out list, 
 it can be refresh by seconds or minutes  
 

 
  

User custom caption check in/out screen 

 
 

Click on bluecolor text, Customade/modifying caption.  
Display modifying form as shown below. 
 

 
 
  Then click Save button, system will pop up a success message box. Click on the  
  OK button to close the message box. 
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Application Usage Type Radio Button 
  

 
   

Select radio button to set application usage type. Different setting  
will give different view of CHECK IN form. Below is the image for reference. 

 
Residential/ Commercial 

 
 

Company/Factory 
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All report export type Radio Button 

 

 
 

Select radio button to set export report format. 
 This setting is apply to all reports in ViMS. 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note:  

Make sure to install Microsoft office first if EXCEL is selected export type, if not 
system will fail to export the report. 
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(B) Company 
 

 Key in Company Settings details (Name, Address, Tel. No. and Fax). 
 

 

 
 
 
 
 
 
  
 
 
 
 
 

Company Banner 
Double click the 
area to upload 
company banner. 

Company Logo 
Double click to 
upload company 
start up logo. 
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(C) Card Setting 
 

There are 2 tabs available under Card Setting:- 
 

Smartcard Reader Settings 
 
 
 
 

 
 
 

No Card 
Use this option if doesn’t use 
others option. (Mifare Card, 
Proximity Card, OEM Mifare 
& HID Card). 

Open card & Pass 
Number Mapping 
Module 
Click this link to manage 
autofill card & pass no 

Open ID card/ Badge 
Template Designer Link 
Click this link to 
create/edit template for 
the card  

Smart card Type 
Select one of card type   

Smart Card 
Reading Settings 
Select to change 
reader setting    
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Open ID card/ Badge Template Designer Link 
 

 
 

Click this link to crate or edit template for the card, there are options to set what are the 
fields to be included in the card. This bellow image will shown the detail:  
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Card & Pass number setting  
 

Smart card Type 
 
Select one of card 
type   

Please refer 
page 179 for 
more 
details. 

Backgroun
d Image 
setting. 

Visitor 
Image 
setting. 

Print 
Type 
Option
. 

Card 
Layout 
Settin
g  

Card 
Labels 
Settin
g  
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Autofill pass no mapping by card no 
This option will automatically fill pass no field by typed in card no field 

 

 
 

Autofill card no mapping by pass no 
This option will automatically fill card no fields by typed in pass no field  

 

 
 

Disable 
This option will be disable autofill function  

 
Open Card & Pass Number Mapping Module  
Click this link for Add or remove pass number / card number 

 

 
MYkad Reader Settings 
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Smart Card 
Reading Settings 
Select to change 
reader setting    
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(D) Door Access 
 

 
 

 
 
 
 

Soyal database server settings 
Soyal Etegra ACS, SQL server 
setting. Database Name, Username 
and password. 
 

Check Out reader setting 
Soyal reader as Auto checkout. 
Refer by reader Door Id. 
 

Door & Floor group settings 
Name group in SE-ACS with 
starting prefix. (Example image 
group setup in SE-ACS shown 
below) 
 

CCTV Image capture settings 
Soyal reader assign as capturing 
image. Refer by reader Door Id. 
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Enable Soyal Etegra Access Control System (SE-ACS) integration. 
 
  Click enable to integrate with access control. User can find database server 

setting in soyalserver. 
 

 
 

 
Example SE-ACS database server setting 
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Floor Mapping 
 

 
 
 
 

 
 

Select floor group and door group to assign at which floor(S). Then click add, system  
will pop up a success message box. Click on the OK button to close the message box. 

 

 
 
 
 
 
 
 
 

Floor group selection 
 

Door group selection 
 

Floor selection 
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(E) Setting 
 

Setting page one 
 

 
 
  
 
  
 

Mandatory fields at 
CheckIn form. Tick box to 
set as mandatory fields. 
  

Cancel 
Button 
To cancel 
the 
changes. 

Save Button 
To save 
changes which 
has been made. 
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Disable the ‘Print Card/Badge’ button on check-in form 

 
 
  Tick the option will disable print card  button, example image shown below. 
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Disable the visitor search button on Check-In screen  

 
 

Tick the option will remove the browse visitor button in the check in button. 
 

Before thick the option: 
 

 
 
After thick the option: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Browse Button 
The button will 
be gone after 
thick the option 
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Disable MyKad reader button 

   
 
Tick this option and the MyKad reader button will be removed from the check-in screen  

 
Before thick the option: 
 

 
 
After thick the option: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

MyKad Reader 
Button 
The button will be 
gone after thick 
the option 
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4.5.4 Database Settings 
 
Click on the Settings panel button.  

 
Then, click on the Database Settings button under Settings panel.  
 
 

 

   

Database Settings Button 
Click to open Database 
Settings form. 
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System will display Database Settings form as shown below. 
 

 
 

There are three tabs functions available under database settings. 
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(A) Database Management 
 

1. Step 1: Click on the Database management tabs and select one of method available to delete/clear 
database. 

 

 
 

2. Step 2: Click Save, system will display confirmation message as shown below. 
 

 
 

Click on Database backup radio button to backup database manually. Select backup path by clicking 
on the search image button. 

 
Another options, user can backup database automatically. Click on the Database Backup tabs. 

 
 
 
 
 
 

Search Image Button 
Click to search and set 
backup database path. 
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(B) Database Backup 
 

1. Step 1: Set duration from Duration combo box. System will auto backup Visitor Management 
database based on duration setting. 

 

 
 

2. Step 2: Set backup path by clicking on the Search image button. Click on the Save button to save 
settings.  

 
3. Step 3: System will pop up a success message box Click on the Close button to close the form. 

 

 
 

 
 
 
 
 
 
 

Search Image Button 
Click to search and set 
backup database path. 
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(C) Database information 
 

 
 

1. Step 1: Click Get SQL Server info button, SQL server information will show. 
 

2. Step 2: Click SQL DB log button to shrink Database logs. Finally, system will pop up a success 
message box. Click on the OK button to close the message box. 
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4.5.5 About Us 
 

Click on the Settings panel button.  
 

Then, click on the About Us button under Settings panel. System will display About Visitor 
Management System (*Desktop) form as shown below. 
 
 
 

 
  

About us 
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Click on the OK [Esc] button to close form. 
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APPENDIX 
 

No Task Remarks 

 
1 

 
Receive installation cd, which consists of: 
 

 
 

 
 

FAQ 
 
 
 
 
 
 

 

 

 
2 

 
Install .Net Framework 3.5 (if the machine does not 
have .Net Framework) 

 

 
3 

 
Install ViMS (Please refer installation guide: 3. HOW 
TO INSTALL ViMS) 

 

 
4 

 
Install hardware driver: 
 

 
 

 
 

 

 
5 

 
Install SQL Server Management Tool and restore 
ViMS database (if the machine does not restore 
database automatically) 

 

 
6 

 
Attach reader to machine (which has been installed 
with ViMS) 

 

 
7 

 
Run ViMS. (Please refer: 3. HOW TO START ViMS). 

 

 
8 

 
Software activation (Please refer:  4. HOW TO 
CHANGE LICENCE TYPE AND ACTIVATE ViMS) 
 

 

 
9 

 
Test ViMS by registering a new visitor. 

 

 

 


