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Add Visitors (Bulk Entry)

From the Visitor entry screen you have the option to add Visitor requests individually or in Bulk entry. This can
be done by manually adding names or by copying names from a list and pasting them into the bulk entry field.

Names should be entered in the format of ‘First name Last name’ with one entry per each line. The first value
will always be recognized as the ‘First name’ and the second value will always be recognized as the ‘Last
name’. Each line should be separated with a line break.

Complete any additional fields as necessary and press ‘Submit’ button to complete the request. The fields you
see are based on your system setup; contact your system administrator if you have any questions

The following are some items to note when adding Bulk Entry Visitor requests:

 Fields prefaced with * are mandatory and must be filled in

 If you see a file link at the bottom of the entry window, you may upload one or more files along with
your request. This is helpful if, for instance, if you would like to attach a photo of the Visitor.

 Press Save to enter your request. You will see a Visitor Request Number as an indicator that the
request was successfully received. In addition, you may get an email confirmation as well.

 Press Clear to clear out the values you have entered and start with a blank screen

 The icon located at the top right is for informational purposes
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Dashboard 
 
You can add Visitor requests directly from the Dashboard by going to the “Visitor” panel below the notices 
section.  Press the Add button to submit a request (see details below).  After your request is submitted, you 
will remain on this screen. 
 
Visitors 
 
By selecting the Visitors option, you will be brought to the Visitor screen. From here you have to option to add 
Visitor requests from both the List view as well as from the Calendar view.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the ‘Add’ button to add a Visitor request. Complete any fields as necessary when submitting Visitor 
requests. The fields you see are based on your system setup; contact your system administrator if you have 
any questions.  
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The following are some items to note when adding Visitor requests: 
 

 Fields prefaced with * are mandatory and must be filled in. Please note – you also MUST include an 
expiration time. The expiration date/time should be set to the latest this visitor should be allowed in the 
building.  

 

 If you see a file link at the bottom of the entry window, you may upload one or more files along with 
your request. This is helpful if, for instance, if you would like to attach a photo of the Visitor.   
 

 Press Save to enter your request. You will see a Visitor Request Number as an indicator that the 
request was successfully received. In addition, you may get an email confirmation as well. 

 

 Press Clear to clear out the values you have entered and start with a blank screen 
 

 The icon located at the top right is for informational purposes 
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Dashboard

You can add Work requests directly from the Dashboard by going to the “Work” panel below the notices
section. Press the Add button to submit a request (see details below). After your request is submitted, you
will remain on this screen.

Work

From the Dashboard click the button to access the work screen.

Click the “Add” icon to add a new Work request. On the Work request form you will see a set of user-defined
fields that may vary depending on the division you have selected. If you have questions about the fields that
appear, please contact your system administrator.
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The following are some items to note when adding Work requests:

 Fields prefaced with * are mandatory and must be filled in

 You may see an Enter on Behalf Of option at the top of the form; select this if you wish to indicate
another contact within your organization as the requestor.

 Based on the type of work selected, you may see additional fields or instructions appear.  Please
complete any extra fields where applicable

 If you see a file link at the bottom of the entry window, you may upload one or more files along with
your request.  This is helpful if, for instance, you are notifying your management company about a
repair and have a picture of the damage

 Press Submit to enter your request.  You will see a Work Number as an indicator that the request was
successfully received. In addition, you may get an email confirmation as well.

 Press Clear to clear out the values you have entered and start with a blank screen

 Press the ‘x’ in the top right corner to close the “Add Work” window and return to the view pane

 The icon located at the top right is for informational purposes
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Select the tab at the top of the screen to go to the Visitor view.

To edit a Visitor request, start by selecting it from the list; the full record will appear to the right.  Press the
icon appearing above it to open the record in Edit mode.

The fields you see are based on your system setup; contact your system administrator if you have any
questions.

The following are some guidelines when editing Visitor requests:

 Fields prefaced with * are mandatory and must be filled in
 Press Save to save your changes
 Press Clear to revert back to the values that were last saved for the request
 Press Close Edit Mode to cancel out of editing.  You will be prompted to confirm this action.
 When Editing Visitor requests, some fields will be linked fields, and some will be free-form text fields.

Linked fields will contain a drop down menu from which you can select by pressing the arrow. These
fields may constrain other choices based on your selection.

 You can upload files by clicking “Choose”. You can also delete attached files by selecting the icon
 The icon located at the top right is for informational purposes
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Select the tab at the top of the screen to go to the Work view.

To edit Work, start by selecting a Work request from the list to the left, then press to edit it.

The fields you see may vary from the entry screen, and may even be different depending on the division you
have selected. If you have questions about the fields that appear, please contact your system administrator.

The following are some guidelines when editing Work requests:

 Fields prefaced with * are mandatory and must be filled in
 Press Save to save your changes
 Press Clear to revert back to the values that were last

saved for the request
 When Editing Work requests, some fields will be linked

fields, and some will be free-form text fields. Linked fields
will contain a drop down menu from which you can select
by pressing the arrow. These fields may constrain other
choices based on your selection.

 You can upload files by clicking “Choose”. You can also
delete attached files by selecting the icon

Print Work

This option will only appear if you have selected a Work record from the list to the left. Pressing the
icon will open a new tab displaying the Work request details in a printer-friendly format. You will be
prompted to select the printer to send this page to. Close the tab to return to the Work view.
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Guest Work Entry

From the sign in screen, guests may submit Work Requests without being required to sign into Gateway. The
work request will be routed to the appropriate person based on the Division selected.

Note: If you have a valid username/password you should sign in to Gateway to enter work requests.
This will ensure that you receive the appropriate notifications regarding your requests and will also
allow you to track their progress.

The following are some items to note when adding Guest Entry requests:

 Please be sure to select the correct Division as this will dictate where your work request is routed

 Enter as much contact information as possible (Name, Phone, and Email) to allow responders to follow-

up as needed

 Please be as detailed when entering a description to aid in proper routing of your request

 Press Submit to enter your request. Upon submission you will see a message appear informing that

your request has been successfully entered.

Please contact your system administrator if you are interested in having Guest Entry enabled, or if you have
questions on who these requests are routed to.
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Dashboard

You can view a summary of the most recent Work requests entered on the current day from the Dashboard by
going to the “Work” panel below the notices section. Press See all Work to go to the full Work list.

Work

You can also select the tab at the top of your screen to view the full Work list.

From here you will have the option to view Work entered Today, last 7 days, 14 days, 30 days, or 60 days. The
Work list will initially show all Work that has been entered in the last 30 days. Click on any record in the Work
List to view its full details in the pane to the right.

If you have questions about the details that are visible, please contact your System Administrator.
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Administration

The Gateway desktop application allows users to submit and review requests for Work and Visitors. This
document focuses on the administration of Visitor-specific features.

By selecting the Portal Visitor Fields tab within a permission group record, you have the ability to define which
Visitor-related fields appear in the Gateway desktop application. For each field you can specify the following:

 Field Name: adding a field name will enable that field to appear in Gateway
 Division: select the division you want the field to appear in (selecting Global will make that field

available across all divisions)
 Persistent: this will save your selection within that specific field name for the duration of your current

session (For example: if you select “Vendor” under Visitor Type, this will automatically be selected if
you enter another Visitor request while still logged in to Gateway)

 Mandatory: requires the field to be filled out before the Visitor request can be submitted
 Add: check this box if you want this field available during entry
 Edit: check this box if you want this field available when editing Visitor requests
 View: check this box if you want this field to be visible when viewing Visitor requests

All linked fields included will appear as drop-downs/lists to the user. For any linked fields, you can specify
which values will be available to the end users by assigning Web Text to these fields. Any fields without web
text will not appear as an option in the drop-down menus in Gateway.

To further constrain what values can be seen in Gateway on an individual basis, Access Groups can be
assigned to each user. For more information, please see the reference on Access Groups.
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Dashboard

You can view a summary of the total expected Visitors for the current day from the Dashboard by going to the
“Visitor” panel below the notices section.

Visitors

You can also select the tab at the top of your screen to view the full Visitor list.
From here you will have the option to view the Visitors in either a List or Calendar view.

The List option will display the following details for each record: Number, Date/Time Expected, Visitor, Host,
and Status. Initially, it will show all Visitors that have been entered in the last 30 days.

From the Visitor List, you can search on Visitors in a variety of ways:

 By selecting from the dropdown menu, you can search for visitors expected over the next 7, 14, 30 or
60 days. Selecting an option from the drop down will automatically constrain your list based on the time
frame selected.

 The Filter field at the top of the list allows you to further narrow down your results using a keyword
search on the list fields (date excluded). Only those with matching text will be displayed in the list after
selecting ‘Go’.

Click on any record in the Visitor List to view its full details in the pane to the right.
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By Selecting the Calendar option you will be brought to the Calendar view. From here, you can quickly view
the days on which Visitors are expected as noted by a circle around the date. By selecting a date you will see
all of the expected visitors for that date. The same summary details are displayed for each record: Number,
Date/Time Expected, Visitor, Host, and Status.

Select an individual record to view its details in full.

If you have questions about the details that are visible in View or Edit mode, please contact your Client
Manager.



Gateway Desktop - Work Administration
Quick Reference

www.awaremanager.com 617.542.8555 Version 67+ Page 1 of 1

Administration

The Gateway desktop application allows users to submit and review requests for Work and Visitors. This
document focuses on the administration of Work-specific features.

By selecting the Portal Work Fields tab within a permission group record, you have the ability to define which
Work-related fields appear in the Gateway desktop application. For each field you can specify the following:

 Field Name: adding a field name will enable that field to appear in Gateway desktop
 Division: select the division you want the field to appear in (selecting Global will make that field

available across all divisions)
 Persistent: this will save your selection within that specific field name for the duration of your current

session (For example: if you select “HVAC” under Work Type, this will automatically be selected if you
enter another issue while still logged in to Gateway)

 Mandatory: requires the field to be filled out before the Work request can be submitted
 Add: check this box if you want this field available during entry
 Edit: check this box if you want this field available when editing work
 View: check this box if you want this field to be visible when viewing work

All linked fields included will appear as drop-downs/lists to the user. For any linked fields, you can specify
which values will be available by assigning Web Text to these fields. Any fields without web text will not appear
as an option in the drop-down menus in Gateway.

To further constrain what values can be seen in Gateway on an individual basis, Access Groups can be
assigned to each user. For more information, please see the reference on Access Groups.
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Work Search

The Work list will initially show all Work that has been entered in the last 30 days. From here you also have the
option to view work entered Today, in the last 7 days, 14 days, 30 days, 60 days, 90 days, and 365 days.

For each record, the following details will be displayed: Number, Date/Time Entered, Work Type, Description,
and Status. Note: the full text of the description will not display here.

From the Work List screen you can search on Work in a variety of ways:

 By selecting from the dropdown menu, you can search for work entered over the last 7, 14, 30, 60, 90,
or 365 days. This will constrain your search results to see all past work entered within the selected time
frame.

 The Filter field at the top of the Work screen allows you to further narrow down your list using a
keyword search on the list fields (date excluded). Only those with matching text will be displayed in the
list after selecting ‘Go’.

 By clicking Advanced Search you will see a window with additional search fields appear.  Enter any
criteria and press the Search button at the bottom of the window to run the search.  Note that this
search is separate from the search fields visible from the Work List.  Depending on which search you
run, you may get different results.

Once you have your search results, click on any record to view it in detail in the pane to the right. If your search
returns more than 10 results, you will have to navigate to additional pages in the Work list.

You can also select Print List from the Work List to print a summary of all Work displayed in the list. The
columns displayed will be aligned with the fields displayed in the Work view.
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