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Chapter 1. Guardlog Installation

Guardlog is the software that is used to:

- Capture patrol data
- process captured patrol data
- print reports on your guards activities.

Guardlog software is installed on one computer and may have multiple
users, who login and use the software on this computer.

For installation you should have:
- A Guardlog Instillation CD
- Docking Station
- Patrol Points (stickers to identify patrol points — not supplied)
- Route Tags (keyring tags to identify route tags — not supplied)
- Guard Tags (keyring tags to identify guard tags — not supplied)
- Baton (stickers to identify baton’s if more than one per site — not supplied)

Note: Software can be installed on a PC running Windows XP or a newer
version of windows.

Note: The screens displayed may vary from version to
version, the overall performance and operations are the
same.

1.1 We will now look at installing Guardlog software.

Guardlog software is to be installed on one computer only.
Close all applications before starting this installation.

Insert the Guardlog CD into the computer that you wish to install the
software on.

Open the CD Drive folder and double click on Guardloglinstall.exe file.

Windows may prompt:

Do you want to allow this application from an unknown

publisher to make changes to your device?
Select: Yes
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The Welcome
window will open

To initiate the
installation click on
Next button

Read the user
agreement. Scroll up
and down using the

scroll bar on the right.

Click on the radio
button
| Accept......

Click on
Next button
to accept agreement

A folder will be added
to C:\Program
Files(x86) named
CapeSoft\Guardlog

Click on
Next button

AN

CapeSoft

- >

Welcome to the Guardlog Setup Wizard.

The wizard will install Guardlog on your computer.

It iz strongly recommended that you exit all Windows programs
before running this Setup program.

Click Cancel to quit Setup and then close any programs you have
running. Click MNext to continue with the Setup program.

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

SetupBuilder.com

License Agreement - x
License Agreement
Please read the following license agreement carefully, '3

SOFTWARE LICEMSE AGREEMENT

LICENSE: O

* THIS SOFTWARE is proprietary software developed by CapeSoft Software who
own the copyrights.

* This software license is only valid for the company whose name matches that
held as the registered user by CapeSoft Software.

* The license is valid from date of issue to the termination date (as specified in
thea\se issued) and is specific to and for the use only of and by the registered v

@ ccept the terms in the license agreement

‘1 do not accept the terms in the license agreement

< Back

Guardlog version 5.08 install — >
Guardlog Folder
Enter the folder where you would like to install Guardlog to. 3

You may type a new folder name or dick the Change button to find a new location.

Install Guardlog to:
| c:\Program Files (x86)\CapeSoftiGuardlog Change...




Installation summary
window

Click on
Next button

Option to go back
and change
installation settings

Click on
Next button

Guardlog will now
install

Setup is now
complete

Click on
Finish button

N

CapeSoft

Guardlog version 5.08 install —

Installation summary

Documentation will be found in:
Start Menu | Programs | Guardlog| Guardlog

Guardiog will be installed inta
c:\Program Files (x86)\CapeSoftiGuardlog

Product website http:/fwww.guardlog.co.za
Email us at: support@capesoft.com
or phone : +27 087 823 0123

Guardlog version 5.08 install —

Ready to Install the Program )
The wizard is ready to begin installation. 3

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

Guardlog version 5.08 install —

Setup Wizard Complete

The Setup Wizard has successfully installed Guardiog. Click
Finish to exit the wizard,




1.2 Creating a shortcut icon on your desktop for Guardlog.

1. Click on the
windows button in
the bottom left corner

2. Click on Guardlog
icon drag and drop
on your desktop

1. Double click on the
Guardlog icon to start
the program

1.3 Adding a user for Guardlog.

2

G Guardiog

Mostused

&) Google Chrome Calendar

B Windows Live Mail

L Microsoft Word 2010

Microsoft Excel 2010 Microsoft Edge

S Skype

.
J~{| Acrobat Reader DC '.,.' d:l

Weather Phone Compa...

= B S

e
)| Acrobat Reader DC Stors ShyesPredew

B Adobe

ET]| Adobe Digital Editions 3.0

@

[

B Adobe cleaming Suite 25

0O

Double click on Guardlog from your desktop.

On the initial running of the Guardlog software you will be prompted to

add a new user.

1. Thisis the prompt
screen to Add First
User

2. Click on the Next
button

/\/Ccﬁge,‘%)ft

There are currently no users assigned to this application. This
wizard will help to create the first user.

Ta begin adding the new user, click Next.
e
T ()
T

Add First User —

2 Cancel




Enter user First
Name and Last
Name for user

Enter a Login Code

Note: Login Code is
used to login to
Guardlog the initial
login password will

by default be the
same as the Login
code. We will look at
changing password
later.

Click on Next button

You have
successfully added a
User

Click on Finish
button

Login is the

Login Code you
entered and
Password by default
is the same as the
Login code (both Bob)

Type in the Login
and Password, click
on OK button

Note: if you add a
checkmark in

Remember login this
could pose a security
risk.

/\/Co\pe,"\)ft

Add First User — x

Please enter the details for the new user below. Please note that the
User's Password will be set the same as his login. After logging in
the user will be free to cl'&e his password.

First Mame: Bob

Last Mame: Smith

Login:

Add First User - x

You have finished creating the First User. Click on the Finish button
to save this to disk, or click on Cancel to abort the process.

E{ Back 2 Cancel

Guardleg Login - >

Login:

Password:

Remember login? [

Note: After the 3™ attempt to login with

incorrect details, the login window will
close




1. On entering the B e i -
correct password the 2 @ity
Guardlog software
will start up with the
following Splash

screen

The first user created, by default has Supervisor access.

To continue initial installation, jump ahead to
Chapter 2. Click on the Arrow to jump ahead.

The remainder of this chapter can be completed later when
you need to add additional users for Guardlog.

1.4 Adding Users

If you have more than one user that needs to access Guardlog follow the
steps below to add additional users.

Only users with supervisor access can add and remove users.

1. Open Security Menu ¥ Guardiog 9
and click on Users File Browse Vie @anwgm
;;? @

Swmd
o Jroups

Set User Access

Browse Users =] = ]
1. The Browse Users
window opens
Users User
) Name Login Level Initial Access ]
2. C“Ck on Insert Bob Smith Bob Supenisor | Supenvisor
button to add a user o

< >
Change 10 Delete A checkbox indicates the user is part of the user group
' Close

/\(a\pe" Sft :




1. Enter user First
Name and Last
Name

2. Enter a Login Code

Note: Login Code is
used to login to
Guardlog the initial

login password will
by default be the
same as the Login
code.

3. Work Group is for
future use

4. Add user Email
Address (optional)

5. Select radio button
for Level and Initial

Access
See descriptions below

6. Click on OK button

Levels

First Name:
Last Name:

Login Code:
Woaork Group:

Email Address:
Level:
Initial Access:

User Groups

Sandra

Bell

Sandra

SBell@plp.co.za

O Supervisor @ Operator O Mo

b

CCess

(O No Access ® All Access

C o ) X cmen

Supervisor: Has access to all Guardlog screens including

Operator:

No Access:

/\/Cche‘ SFt

administration of users. Initial Access will be greyed out
when selecting Supervisor.

Has access to all Guardlog screens except to the
administration of users.

Initial Access: If you change the selection to No Access
the user will have access to no screens, you will need to
give permission for each screen they are allowed to view.
(More on this in Set User Access)

This user cannot log on to Guardlog.

Initial Access will be greyed out for this selection.

This is used for a user that requires infrequent access.
Instead of deleting the user when access is not required for
a period of time, you can change them to No Access




[
1.5 Editing Users

Supervisors can edit user profiles.

You can edit a user profile by changing the user Name, Work Group or
access Level.

1. To edit an existing Browse User EREN~
user profile. Click on
the user and then - -

CIICk On the Change Mame Login Level Initial Access
Bob Smith Bob Supenvisor |Supervisor
button Santo—Oporstor Al Acces

2. To delete an existing
user. Click on the
user and then click
on the Delete
button

2

>

e
+ Insert @V A checkbox indicates the user is part of the user group

' Close

1.6 Setting User Access

When a supervisor creates an operator user, they can specify which
screens the user has access to view.

Earlier we looked at the following default settings when creating an
operator user.

Operator:  Has access to all Guardlog screens except to the
administration of users.
Initial Access: If you change the selection to No Access
the user will have access to no screens, you will need to
give permission for each screen they are allowed to view.

1. Open Security Menu ¥ Gurieg ,
and click on Set User File Browse Vie gLogm

Access E ®

Change Password

Users

Set User Access

ACapeSoft 10




1. Set Acces Rights Set Access Rights o] &
window opens
2. Click on a user name Users Access Points
and the access for il Keas o Screen Name .
Brrent Taff Talf =+ guardlog
the Selected user Can Sandra Bel Sandia I RightReportsyiewT e Aocess
be VleWEd on the I ReadBatton Access
. I LookupPoint Access
rl g ht 7 aAbout Access
I ImportEvents Access
3. Only users with D A @
Operator level are - LookwSte  |Acosss
H H H H I SendEmsi Coess
Vlewed In thls ||St —F flpd:feﬁolule iccass
SU perVISIOI’S Ievel by — LookupGuardFilter | Access
default have access to I GuadD atabase Access
¥  RunScreenSelectCo Access
all screens < S e -
No Acces level can not eors User Groups 7 Close
have access to view any

screens

4. Alist of all the screens are visable to the right. A check mark v indicates access
to the screen and no check mark indicates no access to the screen

5. Recall when selecting Level access for Operator you could select Initial access
to be All Access or No Access
All Access places a check mark v next to all screens in this list
No Access removes all check marks next to each screen in this list

If you wish to give access to most of the screens, it is best to set Initial Access to
All Access. You can then remove the check marks next to the screens you wish
the operator not to have access to.

If you wish to give acces to a few screens it is easier to select Initial Access as
No Access. You can then add a check mark to the few screens you wish to give
access to.

1.7 Creating User Groups

Setting user access could seem like a tedious task, if you have many
users that you need to give the same access.

To assist with this, you can create a user group and assign the access
once to the group. You will then make the user a member of this group.

1. Open Security Menu ¥ Guardey 0
and click on User rie.rowe vl secuiy 3

ange Login

GI’OUpS E . ! Change Password

/VCO\[DGC Sft 11




The User Groups
window opens

Click on Insert
button to add a
User Group

Name the User
Group a descriptive
name

Select the Level

If Operator Level
select Initial Access
for the User Group

Click on OK button

Close User Groups
Window

Open Set Access
Rights form Security
menu

You will see you're
your new User
Group is listed here
with the list of
Operators

Select the User
Group and set
access to screens

These buttons allow
quick access to the
User Groups and
Users windows

ACapeSoft

User Groups EI = @
Name Level
2
& Change @ K Delete
" Close
Update User Group EI = \EI
User Group: | Main Admin| [ ]
Level: O Supemisor
® Operator e
O NoAccess
Initial Access: () Mg Access
® All Access e

Set Access Rights

Users Access Points
Bill Klaas Bill Screen Name -~
Brent Taff Taff =+ guardlog
S — RightR epoitsiewT & Access
& —F ReadBatton Access
— LookupPoint Aocess
—F About Access
—F ImpantE vents Aocess

—F LookupBattonFilter |Access
[ FTP_Files_Procedun Access

— LookupSite Aocess
—F  sendEmail Access
—F UpdateR oute Aocess

— I LookupGuardFilter |Access
—F GuadDatabase Access
—F  RunScieenSelectCo| Access
< >

v

' Close

12




1.8 Adding Users to Groups

You can now add users to your user group. Once a user is added to a
user group all individual access falls away and they will only have access
set in the user groups they belong to.

1. Open Security Menu
and select Users

2. You can how see in
the Users Window to
the right, the
available groups and
which groups the
selected user
belongs to.

3. Select a User and
then click on Change
button

1. Update User window
opens

2. Double click on the
groups you wish the
user to be part of.

A user may belong to
more than one group.

3. Click on the OK
button

When you now open
Security Menu and
click on Set User
Access, you will no
longer see this user
listed with the other
operators. This user
now will have the
same access set for
the User Group/s he
belongs to

ACapeSoft

Browse Users

Users

User

Level Initial Access | |V Guard Admin
Operator | All Access
Bob Smith Bob Supenisor  Supervisor P Payroll Admin
Brent Taff Taff Operator ~ All Access
Sandra Bell Sandra Operator  All Access
Sue Hicks Sue Mo Access No Access
o . :
A checkbox indicates the user is part of the user grou
+1nsert 1 Delete P group
' Close
Update User (=] ® )
First Mame: Brent
Last Mame: Taff
Login Code Taft
Work Group: 0

Email Address

Level:

Initial Access:

User Groups

(O Supenisor ® Operator O No Access

Mo Access All Access

¥ Guard Admin
= Main Admin 2
[ Payroll Admin

13
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1.9 Changing User

Once logged into Guardlog you can select to login as a different user.

1. Open Security Menu ¥ Gurdeg &
and click on Change T i
L i g . M ange Logi
Ogln ,‘I i Change Password
Users
User Groups
Set User Access
Change User EI@@

1. Enter details to

login to Guardlog as
different user Login'
Password: } °

2. Click on the OK )
bUttOn Cancel

1.10 Changing User Password

By default the initial password is the same as the Login Code created for
the user. Only a user can change their password, a supervisor can only
change their own password and not the password of other users.

1. Usertologinto ¥ Guardiog
Guardlog' File Browse Vie
E @
2. Open Security Menu — | Ny
and click on Change User Groups
Password Set User Access

1. Typeinyour OIld

Password and then Change Password E@@
the New Password
and Verify
Password

2. Click on OK button Old Password:

3. Atthe next login you New Password: )
will need to use your _
new pasword Werify Password: e

‘P K Cancel

ACapeSoft Y




Chapter 2. Registering Guardiog

The initial installation of Guardlog is a demo version. We need to register
your software.

Contact CapeSoft and request a “Guardlog product activation code”.

You will receive an Email from CapeSoft to activate your copy of
Guardlog.

1. Login to Guardlog ¢ Guardiog
File  Browse Yiew §ecuri e
2. Open Help Menu o e I About
and click on Register U N O Y
Product ) ! -
1. Register Guardlog VRg— =
window opens v

Company Name: | CapeSoft Software CC

2. Drag and drop the Sensitiumber  Cc01
registration details file
from your Email to
the drag and drop

box

Drag the Registration
details file from the
email and drop it here

Email Address

1 Expiry Date  31-12-17

O Lite D Professional

or
Select File

@® Standard O Enterprise

Modules

Counters. Description Limit

1. A succesful
registration window
opens

Activation Code @ GetActivation Code

 Adivate Guardiog X Cancel

2. Click on OK button

3. Alternativley you can
manually enter
registration details The license registration was successful, Please restart TNA Leave for you license to take effect.

and activation codes e
and then click on the 0K
Activate Guardlog

button

4. Restart Guardlog to
complete the
registration

ACapeSoft s



Chapter 3: Installing Docking

Station

First we need to install the driver for the Docking Station.

Open the CD Drive folder and double click on folder named
USB Docking Station Driver, right click on the file and select,
Run as Administrator.

1. The FTDI DM Drivers
window will open

2. Toinitiate the
installation click on
Extract button

1. Click on the
Next button

/\/Cche‘ SFt

Windows may prompt:

Do you want to allow this application from an unknown
publisher to make changes to your device?
Select: Yes

@ FTDI CDM Drivers *

FTDI CDM Drivers

Click 'Extract’ to unpack version 2,12.24 of FTDI's Windows
driver package and launch the installer.

www ftdichip .com

r

Cancel

Device Driver Installation Wizard

Welcome to the Device Driver
Installation Wizard!

This wizard helps you install the software drivers that some
computers devices need in order to work.

To continue, click Next.

< Back ‘ Qﬁncel

16




1. Read the user
agreement. Scroll up
and down using the
scroll bar on the right.

2. Click on the radio
button
| Accept......

3. Click on
Next button

1. Setup is now complete
Click on
Finish button

Device Driver Installation Wizard

-

IMPORTANT MOTICE: PLEASE READ CAREFULLY BEFORE °
INSTALLING THE RELEVANT SOFTWARE:

This licence agreement (Licence) is a legal agreement between you

(Licensee oryou) and Future Technology Devices Intemational Limited

of 2 Seaward Place, Centurion Business Park. Glasgow G41 THH,

Scotland (UK Company Number SC136640) (Licensor ar we) for use of

driver software provided by the Licensor(Software).

License Agreement

To continue, accept the following license agreement. To read the entire
agreement, use the scroll bar or press the Page Down key.

ALLING OR USING THIS SOFTWARE YOU AGREE TO THE w

1 dontt accept this agreement

Device Driver Installation Wizard

Completing the Device Driver
Installation Wizard

The drivers were successfully installed on this computer.

You can now connect your device to this computer. I your device
came with instructions, please read them first.

Driver Name Status

s FTDI COM Driver Packa... Readyto use
»" FTDI CDM Driver Packa... Readyto use

< Back Cancel

Next we will connect the Docking Station to a free USB port on the
computer and configure the port.

/\(o\pe‘ SFt




1. Thisis your Docking
Station

1. Pluginthe USB
connector

2. Into a free USB port
on your computer

Note: use a USB
port with a white
tongue (USB2.0)

do not use a USB
port with a blue

/\(OBGS\O&
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The next step is to configure the software to recognise the docking

station.

1. Login to Guardlog

2. Select the Settings
Icon

1. Update Guardlog
Settings window
opens on the
Comms tab

2. Type in the USB port
number

Note: If you are
unsure of the USB

port number. This
could be from port 1
up to port 8

3. Typein 1 for Comm
and click the Test
button to verify the
port number

1. If incorrect port has
been selected you
will see the following
message

2. Click OK button and
type in 2 for port and
click the Test button
again

ACapeSoft

& Guardlog
File Browse View Security Help °

‘%5 Update Guardlog Settings EI =l I\EI
: o

\CommsZ

Frocessing Serial Port: @ _Comm 1 Q) Test

Email Settings

5 o
COM Port Test Error
l i Unable to Initialize Communications Port COM1
oo




1. On successful pOI't COM Port Test Successful
selection the
fo_”OWIng_ message l ke Communications Port COM3 and Docking Station Successfully Tested
will be displayed P

2. Click on the OK 0 ok )

button to close
sucessful message

‘i Update Guardlog Settings EIE@
1. Click on OK button @,
to close the settings
W|nd0W Comms
Processing Serial Port:  Comm |5 2 @ Test
Email Settings
T T

You have successfully installed the docking station.

Note: if you remove the USB cable and connect the

docking station to another USB port on your computer.
You will need to re-configure the Comm port again.

/VCO\pGC Bft 20



Chapter 4. Planning Before
Configuring

Before configuring your Guardlog System lets discuss the options for
setup. Various components make up the Guardlog database.

Sites: Guardlog supports multiple sites, each site has a number of
patrol points associated with it.

Points: Point tags that the guard must tag, are entered with a
description of each point tag. The associated Site number
must also be carefully selected. The Point Database is the
heart of Guardlog.

Routes: Route is the name given to a specific sequence of points the
guard must tag. A site can have more than one route. Optional

Rosters: This is to specify the points to be tagged in a route and the
order they are to be tagged in. You create a roster for each
point in the route. Optional

Officers: Details for each officer that will be on guard for various sites.
Optional

We need to setup Sites and Points but Routes, Rosters and Officers
are optional for setup. It will help to understand what you require from
Guardlog as a reporting tool to decide what you need to setup.

| Requirements from reports _Then set up
Reports on date and time points are visited Site - Points
Reports on more than one site that guards Multiple Sites - Points
visit
Reports if a point has not been tagged a Site — Points (visit count setup in
predetermined number of times a day point)
Reports on different officers Site — Points — Officers
Reports on multiple batons used
Reports on various routes, officers guard Site — Points — routes and rosters
Reports on a route followed in sequence
Reports on points tagged a specific number  (scheduled visits in roster)
of times in a predetermined time

ACapeSoft 1




You should now have an idea of what you need to configure.

Before we continue we need to setup what tags will be reported on in the

database.
1. Login to Guardlog

2. Select the Settings
Icon

1. Update Guardlog
Settings window
opens

2. Select Processing
tab

3. Select battons First
Tag/s Route
Identification

None: This is used if
you are only using
Sites and Points

RouteTag Only:
Using Sites, Points
and Routes but no
Officers setup

Officer Tag Only:
Using Sites, Points
and various Officers
but no Routes setup

Route and Officer
Tag: Using Sites,
Points, Routes and
Officers that have
been setup

3. Click on OK button

/\/Ca\pe?'\oft

& Guardlog

File Browse Yiew

E.:

Security Help °

‘25 Update Guardlog Settings

O None

O RouteTag Only

O Officer Tag Only

® Route and Officer Tag

Batton's First Tag(s) Route Identification

o X e

22




Chapter 5: Configuring the
Guardlog Software

For optimum performance from your Guardlog System, the system must
be correctly configured.

5.1 Creating a Site

Guardlog supports multiple sites; each site has a number of patrol points
associated with it. If the distance between sites is too far to take batons
for regular download, it is suggested that separate licences for Guardlog
are run at each site.

The minimum number of sites to be configured is 1 and the maximum is

unlimited.
Slte
Example picture of two WorkshoD 1
sites, each with their .
own patrol points. ® ‘

Site:
Workshon 2

ACapeSoft 2




. Open Browse Menu
and click on Sites

. The Browse Site

Window opens

. Click on Insert button

to create your 1° site

. Allocate a number

to the site.

. Type in a descriptive
Site name that will
easily be identified by

your collegues.
Max 25 Charactors

. Typein a site
contact number and
site contact person

. Click on the OK

button

ACapeSoft

C Guardlog
File €Rrowse 2 ic Security Help
g o ~ @
kf Points By ™
Routes
Rosters
Officers
ﬁ Browse Sites EI’?‘@
E
Site No Site Name Site Phone Site Contact
2
~+ Send To @ = Delete
+ Close
] Update Site (=] @ (=]

iﬁ'
e

Site Number:
Site Name: Waorkshop 1, Delft Branch

Site Phone: 021 904 1234

Site Contact:  |Paul Smith

x Cancel

Continue to add all your required sites.

24




5.2 Editing a Site

1. Here you can see
that there are 2 sites
created

2. To edit an existing
site, click on the site
and then click on
Change button

3. To delete an existing
site. Click on the site
and then click on
Delete button and
confirm to delete

4. Send to button opens
the Send To...
window. You can
select to send to ...

Printer: sends to your
default printer

File: Saves as a file, you
can select PDF, HL,
Excel, XML, Word or
CSV format

Email: as afileto a
specified Email address,
you can select PDF, HL,
Excel, XML, Word or
CSV format

FTP: for future use

Clipboard: you can
paste the copy clipboard,
you can select PDF, HL,
Excel, XML, Word or
CSV format

5. Make your section
and the click on the
Send button

ACapeSoft

=8 =R =)

ﬂi Browse Sites
Site Name Site Phone Site Contact
Workshop 1, Delft Branch 021 904 1234
2 Workshop 2, Devon Bran 021994 1234 Sharon Siphiwe
+ e
-+ Send To....
—
Send to Format Options
O Printer OiPDF!
O Eile O HTML
O Email O Excel (xls)
FIP O Spreadshest (xml) [ Suppress Column Headers
® Clipboard ® Word
O csv

e
=

' Close

Width (in pages) of report:
@® Calculate Automatically

O Fixed
5

e
= T
Lam_
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5.3 Creating Points

Points are tags that the guard must tag to confirm they have arrived at a
specific point, they are created with a description for each point tag. The
associated Site number must also be carefully selected. The Point
Database is the heart of Guardlog.

; . Site:
E_xample plc_:ture. _two
sites each with their

own patrol points. e

Site:
Workshop 2

One point tag is needed for every point you require the guard to tag.
Point tags need to be configured on the computer before they are
installed in each location.

Look at the face of each point tag, note the Hexadecimal
number on the face of the point tag. This is the unique
point tag number for this point tag.

Example : 0000030AEFD2

The point tag number is the physical ID number of the point tag, attached
to a specific location at a site that you require the guard to visit.

1. Open Browse Menu ¥ Guziliag
and click on Points Eile fiew  Security Help

Routes

Rosters
Officers

@ Browse Points Elﬁ@
1. Click on Insert button e
to create your 1% Ste: (10 A tes
poi nt tag Point Mo Tag No Site Name Visit Count Point Descri ption

ACapeSoft 2




Update Point window
opens

There are 2 methods to
create the point tag

Manually enter the
hexadecimal number,
use convert button to
convert to decimal

Or use the read head on
the docking station to
read the point tag

We will look at each
method

Convert Method

1. Typethe
hexadecimal
number without the
leading zero’s at
Point Tag No

2. Click on the Convert
button, the number
is converted to a
decimal number

3. Supervisor check
Point If checked,
specifies that the
Point is a checkpoint
that supervisors
should visit whilst at
the Site

4. Point Number will
automatically use the
next available free
number

5. Enter a description

of the point location
Max 35 characters

6. Select the Site that
the pointisin
Click on search button to
see a list of all sites
created. Double click on
the site to select

/\/Co\pe,"\)ft

@ Update Point EI =]
Point Tag Mo: & Read Point Convert

Supenvisor Check Point [

Paint Mumber: |§
Description:
Site: 0 |Q

Visit Count: 0 (Expected visits to this point per day)

X e

(=] & sl

@ Update Point

ﬂi Lookup a Site

; ¢
@ Read Point @

Point Tag No: 407600981

Supenvisor Check Paint [

Point Mumber: |4

Description:  |Workshaop 1, Delft

Code  Description

‘Wurlr_-;hup 1, Delft Branch
2 |Workshop 2, Devon Bran

Site: 1 |Q

Visit Count: 20

W Select X Cancel

7. Enter the expected number of Visit Counts for

this point in one day

8. Click on OK button

Tip: Add a sticker on the face of the point tag with the

point number. This will help to identify where you

need

to install each point tag. If you are creating point tags
for more than one site, use different colours per site to
avoid mix ups.
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Read Head Method

1. Click on Insert button
to create another
point tag

2. Place Point tag on
the Docking Station

1. Click on Read Point
Button

1. Capture a Point or
Tag window opens

2. Apply pressure on
the Point tag to
ensure contact with
the Docking Station

1. Point detected and
converted message

2. Remove the Point
from the Docking
Station and click on
Accept button

1. Should you receive a
Family Code Falil

2. Remove the Point,
click on the Cancel
button and start the
process again

Once you have accepted
the converted decimal
number, continue
completing the form as
explained above in the
Convert Method

ACapeSoft

@ Update Point

Point Tag No:

Supemvisar Check Paint [

Point Number: |2|

@ Capture a Point or Tag — ®

Place the Tag or Point on the Docking Station's

Capture Unit. Select Accept or Cancel to continue.

Tag or Point Number Captured:

Detecting Tag...

X Gonce

|
x

@ Capture a Point or Tag

Place the Tag or Point on the Docking Station's
Capture Unit. Select Accept or Cancel to continue. o

Tag or Point Number Captured: 165033380

Tag Detected ID=000009D635A4h 16503,

|
x

@ Capture a Point or Tag

Place the Tag or Point on the Docking Station's

Capture Unit. Select Accept or Cancel to continue.

Tag or Point Number Captured:

DetectTag, Family code fail e
==
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1. If you add a point tag
that has been
captured before, the
following Duplicate
Key Error will display
Click the OK button
and continue with
another point tag

A list of all added point
tags is visible in the
Browse Points window

You can select to view
point tags from a specific
site

1. Click on the search
button to see a list of
all sites created with
their descriptions.

2. Click on the site you
wish to view and
click on Select
button

You will now only be
viewing points for the
selected site

To view all site’s points
select 0:All Sites

Notice you have:

Send To button
Change button
Delete button

They work on the same
principles as seen in
5.2 Editing a Site

/\/Ca\pe?'\oft

Duplicate Key Error

l ks Adding this record creates a duplicate entry for the key: POl:KeyPointTagMe

ﬂi Lockup a Site

Code  Description
1 ‘Wnrlr:ahop 1, Delft Branch
2 |Workshop 2, Devon Bran
2

Site Name Visit Count Point Description J Select x Cancel

1 407600981 Workshop 1, Delft Branch 20 Front Door

@ Browse Points

2 398147026 Workshop 1, Delft Branch 20 Back South Corner
3 397915766 Workshop 1, Delft Branch 20 Front north Corner
4 398170385 Workshop 2, Devon Bran 15 Front Door

5

398168041 ‘Workshop 2, Devon Bran Back entrance

Send To +lnsen == Delete

' Close
@ Browse Points o] @ =
site: | 1|[&] (Workshop 1, Delft Branch
Point No  Tag No Site Name Visit Count Point Description
1 407600981 Workshop 1, Delit Branch 20 Front Door
2 398147026 Workshop 1, Delft Branch 20 Back South Comer

397915766 |Workshop 1, Delft Branch

Send To +lnsen _i Change = Delete

' Close

Points can now be installed in their locations around
the site. It is important to ensure you are installing the
point in the correct location as per the description for
the point when created.

Print a copy of the Browse Points window for your

Site and with the stickers you added on each point tag
it will be easy to locate positions for installation.
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5.4 Naming Routes (Optional)

Route is the name given to a specific sequence of points the guard must
tag. A site can have more than one route. i.e. clockwise route and an
anti-clockwise route. Each route has a route tag allocated to the route.

The route tag will be used to identify which route
the guard will go on, before his patrol starts. A
route tag needs to be allocated for each route.

Setting up routes is optional: If you do not
require guard/s to follow a specific route, you do not have to set up
routes and rosters.

1. Open Browse Menu ¥ Guamdlan eﬂ
and click on Routes Ei Securty Help
Ites e
7 . & @
Officers
1. Click on Insert button
st
to create your 1 oy ===

route ®

Site: | 0 |G |All Sites

Route No  Route Description Site Name

< >
>

Send To @ = Delete

" Close

1. To create the decimal
tag number for your
route, use the same

method used to add . Lookup a Site
points i
2. Select gsne the © Update Route e —
route will be for,
Useing the search q ‘._\) 2 |workshop 2, Devon Bran
button
3. Select route number, Route Tag No-
will automatically use the Site:
next available free
number Route Na:
oL Route Description: i
4. Type a descriptive oute Description: (Clockvise Ws1 @) ®
name for the route
Max 35 characters L 0K % Cancel

5. Click on the OK — .
button Tip: add a key ring ID to each route tag.

Write the route definition on this ID tag.
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Continue to Insert
remainder routes

A list of all added routes
is visible in the Browse
Routes window

You can select to view
only routes for a
specific site — as you
have done before using
the search button

Notice you have:

Send To button
Change button
Delete button

They work on the same
principles as seen in
5.2 Editing a Site

ACapeSoft

Browse Routes.

Site: @ 2 |[Al sites

Route Mo

Route Description

Site Name

2
3

Anti-Clockwise WS1
Clockwise WS2

Workshop 1. Delft Branch
Workshop 2, Devon Bran

»5 SendTo &k Insert

A Change | = Delete

X Close

>
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[
5.5 Creating a Roster

This is to specify the points to be tagged in a route and the order they
are to be tagged in. You will create a roster for each point in the route.

You need to first create a Route before you can create a Roster.

Setting up rosters are optional: If you do not require guard/s to follow a
specific route, you do not have to set up routes and rosters

1. Open Browse Menu ¥ Guardlog o
and click on Rosters Eil jew  Security Help

%‘ ~ @
Jf Points Sf ’ e
UTTICErS
(2 Browse Rosters. o] = =
3
1. Click on Insert button TR .
to Create your 1st No .RuslerName . ”R\?utIDEs.cn[xmn Type -PA.)lnlD.es.cnm.un. .Sd.eName Sm Ed e s“‘ Ed Slrt o
point in the roster
* § ~ Send To @ ¥ Change | w= Delete
' Close
'EEE Update Roster =
1. Select a route the . RN
roster will be for, @ Sl
Use the search
button to view all General Schedule e
routes
Route No: i | }
2. Select roster foster N
. t B ele ancel
number, will pstertio ! ¥ core
automatically use the next Roster Name | Clockwise WS1

available free number
Roster Type: @ Start O Normal

3. Type a descriptive

n am e for the roster Puaint- 407600981 Paint No Tag No Point Description
337315705 Front north Corner
Unlimited characters

2/398147026 Back South Corner

Roster Start Time - | 00:00 2

bl 1407600981 Front Door
4. Select the roster Roster End Time : | 00:00 % [ seea |3 concel
type.
The first point in a route
. Ok Cancel
will be Start Roster, X Cance
the Last point in a route 5. Select Point use the search button to view all

will be End Roster
and all points inbetween
will be Middle Rosters

points for the selected site

6. Roster Start time and End Time are for future
used.
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1. Select Schedule Tab
{E Update Roster E@@
)

_—

Genera

Route Mo: B |Q Clockwise WS1
Roster Mo - 1

Roster Name : 1 Clockwise WS1

Roster Type: @ Start O Normal O End
Point: 407600981 | Q) Front Door

Roster Start Time - [ QQ-00 =

-

Roster End Time - [QQ-00 =

-

3 Canc

1. Enter Start Time and
End Time for each

| (= er l_l l
day of the week 4 Updetees el

3

il

2. Enter the Expected
Events for this point.

General Schedule

This will be the Star e £ oected Event
. . a n Hpecie VEN
number of times this Mond b
point is to be tagged aneay LA :
between the Start Tuesday 09-00 09-10 1
anq End tlmes Wednesday 09:00 09:10 1
This is not linked to
initial Point visit count Thursday 09:00 09:10 !
which records Friday 09:00 09-10 1
numb_er of “me? a Saturday 09:00 09-10 1
point is tagged in a
day. Sunday 09:00 09:10 1
3. Click on OK button 70k DX Cancel

In the above example; the starting point must be visited once between
09:00 and 09:10 if not an Exception will be generated. More about
exceptions later.

ACapeSoft .



Add rosters for each
point in each route

In the browse roster
window you can now
see rosters for 3 routes —
look at route description

You can select to view
rosters for a specific
route only

1. Click on the search
button to see a list of
all routes created

2. Click on the route
you wish to view and
click on Select
button

You will now only be
viewing rosters for the
selected route

To view all rosters select
0:All Routes

Notice you have:

Send To button
Change button
Delete button

They work on the same
principles as seen in
5.2 Editing a Site

1. You can move a
rosters order for the
route, by using the
arrow buttons. Click
on the roster you
wish to move and use
the up or down
arrows to change its
position in the route.
Start should be at the
top and End at the
bottom.

ACapeSoft

=] = =]

% Browse Rosters

Route: n%&s
Mon

WQescription  Type  Point Description Site Name

Wed

Tues

No  Roster Name

Start  End Stat  End Start  End Stat  H
1|1 Clockwise WS1 Clockwise W5, Start | Front Door Workshop 1, Delit £09-:00 | 0
22 Clockwise WS1 Clockwise WS1 ‘Wegal Back South Comer Workshop 1, Delft E09:10  |09:20 |09:10 |09:20 |09:10 |09:20 |0%:10 |0
3|3 Clockwise W51 Clockwise WS1  |End agt north Corner Workshop 1, Delft E09:20 |09:30 |09:20 [09:30 [09:20 09:30 |0%:20 |0
4|1 Anti-Clockwise WS1Anti-Clockwise WS1{Start  Front D Workshop 1, Delft E00:00 |00:00 |00:00 |00:00 |00:00 00:00 |00:00 |0
5|2 Anti-Clockwise WS1Anti-Clockwise WS7Normal |Front north Cliweg Workshop 1. Delft E00:00 |00:00 |00:00 |00:00 00:00 |00:00 |00:00 |0
6|3 Anti-Clockwise WS1Anti-Clockwise WS1End | Back South Comer Workshop 1, Delft E00-00 |00:00 |00:00 |00-:00 00-00 |00:00 |00-00 |0
7|1 Clockwise WS2 Clockwise WS2 Start  Back entrance "Wegshop 2, Devon|00:00 | 0
8 Clockwise WS2 Clockwise WS2  |End  Front Door Worksh 0

Description
All Routes
Clockwise Ws1
Anti-Clockwise W51
Clockwise WS2

+2 Browse Rosters =] & =
Y
Route: | 1 |8 [Clockwise WS1
No Roster N Route D . T Point D . Site N Mon Tues Wed Thur:
o oster Name oute Description ype oI escription ite Name Start End Start End Start End Start E
1 Clockwise WS1  [Clockwise WS1 [Start [FromtDoor  |Workshop 1, Defit £09:00 [03:10 [09:00 [09:10 [09:00 [09:10 |09:00

Workshop 1, Defft E09-10 |09:20 09:10 09:20 0310 |09:20 0910 |0
Workshop 1, Delft E09-20 |09:30 09:20 09:30 09:20 |09:30 0920 |0

Clockwise WS1 Normal|Back South Corner
Clockwise WS1 End  |Front north Corner

2|2 Clockwise WS1
3|3 Clockwise WS1

. © :
@ +lnsen

~ Send To # Change = Delete

' Close
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This is a Site that has 5 points. If you require the
guard to visit the 5 points in a specific order at pre-
determined times.

You need to setup a route with 5 rosters in the route.
You will setup specific times for each point to be
tagged in the roster.

Let’s say moving from point 1 through 5 and back
to point 1 takes 4 hours to complete. The guard
is required to follow this route twice in his shift.
We would then create 11 rosters and

schedules for this route.

Roster Point Schedule for roster
Roster 1 Point1 6:00 6:10

Roster 2 Point2 6:50 7:00

Roster 3 Point3 7:50 8:00

Roster 4 Point4 8:20 8:30

Roster 5 Point5 9:00 9:10

Roster 6 Point1  10:00 10:10
Roster 7 Point2 10:50 11:00
Roster 8 Point3 11:50 12:00
Roster 9 Point4  12:20 12:30
Roster 10 Point5 13:00 13:10
Roster 11 Point1 14:00 14:10 Shift end
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5.6 Creating an Officer (Optional)

Set up details for each officer that will guard
various sites. Each Guard will need a Guard Tag.

Setting up officers is optional: If you do not have
more than one guard on duty at a time or you do

not require to report which guard was on duty and tagging points, you do
not have to set up officers. The guard/s will then not require a guard tag.

1. Open Browse Menu ¥ cyeg @
and click on Officers Ei ew  Security Help
g Ites e
"‘Jf Points ‘?f !'H'H
[ Routes
7 Browse Officers EI’F‘@
. 2
1. Click on Insert button b
{
to Create your 1S Tag No Name Surname Site Name Baton No  Company
officer 1
-~ Send To @ 10 Delete
+ Close
1. To create a Guard =
[ Lookup a Site
tag number, use the £ Update Officer S
same method used to o o
add points lif
Code Description
2 Typein Guard Name ' cuar Tog vo- @ecoraies g ey
an en Guar ’
Guard Mam Simon
Surname A cancel
. Guard Surnam Booker
3. Select the Site the o
guard will be working Site: 1 @ Workshop 1, Delft Branch
at. Use the .search Guard Company@R Boston Guards
button to view all :
Sios it g1 [ ]

4. Type the Company 0K

the Guard is from

5. Allocate a number
for the batton, place
the baton in the
batton reader and
click on the Set
Baton No button

ACapeSoft




1. The Download Point
Events window
opens

2. Click on the Proceed
button

1. Once baton
successfully added
following screen
appears

2. Remove the baton
from Batton reader
and click on the
Proceed Button

1. Click the OK button

You have succesfully

added your first guard
officer and allocated a
batton for them to use.

Create your remainder
Officers.

If another officer is using
the same batton you do
not have to set the

Batton again. Just set to
the same Baton No

/\/Ca\pe?'\oft

X Download Point Events

<}

=

Place Baton in Docking Station
To set the Batton ID, click Proceed

NEW Batton ID

Number of Records Transfered- 0 of 0

¢ Clear Baton

1

—
(e | cos
o Boceet

Y Download Point Events

¥

=

NEW Batton ID

¢ Clear Baton

;‘,—’} Update Officer

7

Guard Tag Mo:
Guard Mame:
Guard Surname:

Site:

Guard Company:

Baton Mao:

% Browse Officers

b

Place Baton in Docking Station

To set the Batton ID, click Proceed

1

Number of Records Transfered - 1 of 1

[l & sl
165019158 "\! Read Tag Convert
Simon
Booker

1 Q Workshop 1, Delft Branch

Boston Guards

 eEEw]
T LN

===

Tag Mo Name
| 165019188 Simon

Surname Site Name
Workshop 1, Delft Branch

Baton Mo Company
1 |Boston Guards

Send To + Insert

+ Close

Tip: Add a keyring ID to each guard tag. Write the
Guard’s name on this ID tag and baton number they

are set to use.
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5.7 Testing that the Baton transfers patrol data

We will now complete a test run with the baton.

1. Tag the route tag that you will be following, on your
baton. The baton light will change to red when reading a

tag.

2. Tag the officer tag on your baton. The baton light will
change to red when reading a tag.

3. Now tag the points of the selected route. The baton light
will change to red when reading a tag.

1. Insert the baton into
the docking station

1. Select the Option to
read in batons data
Icon

1. The Download Point
Events window
opens

2. Click on the Proceed
button

1. You will see a
succesfully added to
file window

2. Click on the Close
button

3. The batton will
automatically clear
data from the baton
on successful
download

ACapeSoft

é" Guardlog

File Browse WYiew Security, elp

5 ® A , %
‘f;"”“'“‘”"’i""“"" Sl Clear Baton button is
- used if the baton has
o S UEEe] €15 6 SR E
w1 tool and transactions
Number of Records Transfared - 0 of 0 recorded are not required
for download to database.
6 It will clear all transactions
* Goarcn D L from the baton and not
— — add to the database.
oA

Place Baton in Docking Station

To start download, click Proceed

Baton Serial Number 1
MNumber of Records Transfered - 12 of 12

Events successfully added to file... e
e cioce

< Clear Baton
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1. If an error occurs
during download the
following error will be
seen. Click on
proceed button to
restart the download

1. To view the points
data downloaded.
Open View Menu
click Point Events

1. The Browse Point
Events window
opens

2. Check dates from
and to are for today.
Confirm start and
end time is set to
include the time you
ran your test run.

3. The default sort for
data is by the time
points where tagged.
Change the sort
order by clicking on
the column headings.

1. This view is sorted by
Point number. the +
indicates ascending
order. If you click on
the column heading
again it will change to
a — indicating
descending order.

Notice the:
Send To button

It works on the same
principles as seen in
5.2 Editing a Site

ACapeSoft

X Download Peint Events
<&

Place Baton in Docking Station

To start download, click Proceed

Baton Serial Number :
Number of Records Transfered - 0 of 11

()
< Clear Baton D

7 ®

9 Guardlog °

Eile Brows Security Help

Event Warnings

gint Events

Date: | 02/02/2017| Q| ToDate: | 02022017 |Q  Start Time:| 00:01 End E: ZS-ED

Baton No Date Time Tag Mo Point No  Point Description Site Name
12:12 397915766 3 ‘Workshop 1, Delft Br.

1 02/02/2017  12:12 398147026
1 02/02/2017 1212 407600981
1 02/02/2017  12:12 397915766
1 02/02/2017  12:12 398147026
1 02/02/2017 1212 407600981
1 02/02/2017  12:12 397915766
1
1
1
1

Front north Comer °

Back South Comer
Front Door

Workshop 1, Delft Branch
Workshop 1, Delft Branch
‘Workshop 1, Delft Branch
Workshop 1, Delft Branch
Workshop 1, Delft Branch
‘Workshop 1, Delft Branch
Workshop 1, Delft Branch
‘Workshop 1, Delft Branch

Front narth Corner
Back South Comer
Front Door
Front narth Corner
Back South Comer
Front Door

02/02/2017  12:12 398147026
02/02/2017  12:12 407600981
02/02/2017  12:12 165033380
02/02/2017 1212 104516933

S o ook o R o ho

~ SendTo | | == Insert # Change = Delete

+ Close
© Browse Point Events =l E =
From Date: | 02/02/2017| Q  ToDate: | 02/02/2017 || Q, (@Rt Time:| 0001 End Time: | 23:59
Baton No Date Time Tag No m bint Description Site Name

02/02/2017 |12:12 |165033380
02/02/2017  |12:12 407600981 Front Door Workshop 1, Delft Branch
02/02/2017 |12:12 407600981 Front Doar Workshop 1, Delft Branch
02/02/2017 |12:12 407600981 Front Door Workshop 1, Delft Branch

02/02/2017 |12:12 398147026

T
4

4

4

1 Back South Comer
1 0200272017 |12:12 |398147026

1

4

4

4

Back South Comer
Back South Comer
Front north Corner

Workshop 1, Delft Branch
Workshop 1, Delft Branch
Workshop 1, Delft Branch
Waorkshop 1, Delft Branch
Waorkshop 1, Delft Branch
Waorkshop 1, Delft Branch

02/02/2017  |12:12 | 398147026
02/02/2017 |12:12 | 397915766
02/02/2017 |12:12 | 397915766
02/02/2017 |12:12 | 397915766

Front north Corner

[REFREFRECECI ORI =

Front north Corner

~ SendTo | == Insert & Change == Delete

' Close
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5.8 Patrolling Sequence when using Routes and Rosters

The following steps are to be carried out before a Guard Officer starts his
patrol.

1. First the guard officer tags the officer tag on the baton. The baton
light will change to red on successful reading of tag.

2. Next the guard officer tags the route tag that will be followed, on
the baton. The baton light will change to red on successful reading
of tag.

3. Lastly the guard officer will tag each point on his round/s of the
selected route. The baton light will change to red on successful
reading of tag.

Note guards may tag route first and then officer tag this will
not create an exception

It is good practice to download data from batons daily. A
baton can retain data on 3000 transactions (tags). Once

download of data from the baton is completed the data is
automatically cleared from the baton.
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Chapter 6: Viewing Downloaded
data

6.1 Viewing Officer Data

You can view data on guard officers. Such as date and time officer went
on patrol. Select a date range to view data over multiple days. You can
select to view all your Officers or just one officer.

1. To view officer data. ¥ Guardiog
Open View Menu File Erowsty Help
[ i i Event Warnings
(I:EI\I/Cekn?sfﬂcer Point 3 S
| Point Events

1. OR Select the
Officer Icon

o Guardlog

File E“se View Secunty Help
Tag Surname & Name

0 All Guards

1. The BrOWSe Officer 165019188 | Booker Siman
PO | nt Events 1635033380  |Burger ,Riaan
window opens

;,"’( Browse Officer Point Events

2

. @
2' Set dateS from B tO From Date: | 02/02/2017| Q| ToDate: | 02/02/2017||Q SBuard: |0 e Al Guards
Baton No Date Time Guard TagMo Guard Sumame Guard Name Point Description
3. The default sort for S—— :
data iS by the tlme 1 20022017 13:06 165019188 Booker Simon
the officers tagged in.
Change the Sort ~ SendTo | == Insert & Change = [Delete
order by clicking on o Close

the column headings

4. To only view entries

for a specific officer Notice the:

Click on the search Send To button

button to see a list of

all officers. It works on the same principles as seen in

5.2 Editing a Site

5. Click on the officer
you wish to view and
click on Select
button

ACapeSoft a




6.2 Viewing Point Data

You can view point data for each time the point was tagged. Such as
date and time point was tagged. Select a date range to view data over

multiple days.

1. Toview point data.
Open View Menu
click Point Events

1. OR Select the Point
Icon

1. The Browse Point
Events window
opens

2. Set dates from —to
Set time start - end

3. The default sort for
data is by the time
the point was tagged.
Change the sort
order by clicking on
the column headings

Notice the:
Send To button

It works on the same
principles as seen in
5.2 Editing a Site

ACapeSoft

Q Guardlog

File  Browse

7 ®

ity Help

Event Warnings

Officer Point Events

é’ Guardlog

File Browse Security  Help

"-,H’l

@J

From Date: | 02022017 @ ToDater | 02/02/2017 |Q ~ Start Time:| 00:01

End Time: 23-59}6
L

Baton No Date Time[+] Tag Mo Point Mo Point Description Site Name

02/02/2017  12:12 | 165033380

v

1 0

1 02/02/2017 1212 |407600981 1 Front Door Workshop 1, Delft Branch
1 02/02/2017 1212 393147026 2 Back South Corner Workshop 1, Delft Branch
1 02/02/2017  12:12 397915766 3 Front north Corner Workshop 1, Delft Branch
1 02/02/2017  12:12 |407600981 1 Frant Door Workshop 1, Delft Branch
1 02/02/2017  12:12 398147026 2 Back South Corner Workshop 1, Delft Branch
1 02/02/2017 1212 397915766 3 Front north Corner Workshop 1, Delft Branch
1 02/02/2017 1212 407600981 1 Front Door Workshop 1, Delft Branch
1 02/02/2017  12:12 398147026 2 Back South Comner Workshop 1, Delft Branch
1 02/02/2017 1212 |397915766 3 Front north Corner Workshop 1, Delft Branch
1 02/02/2017 | 13:06 165019188 0

1 02/02/2017  13:06 |407707207 0

1 02/02/2017  13:07 398170385 4 Frant Door Workshop 2, Devon Bran
1 02/02/2017  13.07 1398168041 Back entrance rkshop 2. Devon Bran

~ SendTo || == Insert
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6.3 Viewing Event Warnings

Event warnings report on any event that has not happened, happened
before or after specified time or out of order.

Exceptions reported in Even Warnings:

Exception Event
Early for Roster

Late for Roster

Event Outside Roster

Less than Required
Roster Events

More than Required
Roster Events

No Roster Events
Found

No Daily Events
Found

Less than required
Daily Events

More than required
Daily Events

Route not recorded
Officer not recorded

Event out of
sequence

/\(Q\pe" Sft

Description

Guard has tagged point earlier than indicated on
the roster schedule.

Guard has tagged point later than indicated on the
roster schedule.

Guard has tagged a point outside of the tagged
route.

Guard has not tagged point as often as referred to
in the roster. Looks at events set up in roster
schedule.

Guard has tagged point more than referred to in
the roster. Looks at events set up in roster
schedule.

A complete route was not carried out by a guard.

Created if no events for point found. Looks at
events (visit count) set up when you created
points.

Created if fewer events for point found than
entered. Looks at events set up when creating
points.

Created if more events for point found than
entered. Looks at events (visit count) set up when
you created points.

Officer started a route without tagging the route
tag.

Officer started a route without tagging the officer
tag.

Point tagged in different order as set up in the
roster.
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To view Event ¥ Guardiog
Warnings. Open Eile Browst
View Menu click 2 @
Event Warnings

Officer Point Events

Point Events

a’ Guardlog
OR Select the Event

Warnings lcon File Browse Wiew curlt_',r Help

fq. O# N7 "':3-4‘

Description

All Routes
Clockwise W51
Anti-Clockwise Ws1
Clockwise W52

The Browse Event ¢ Browse Events Wamings
. . 9V
Warning window ! © 4
Opens From Date: 02/02/2017| @ To Date: 02/02/2017 }Ruute: e Il Routes
Date Time  Waming Point Description Route Description o E
— 02/02/2017 2:12 | Late for Thursday roster ends |Front Door Anti-Clockwise WS, H L
Set d ates fro m to 02/02/2017  |12:12  |Late for Thursday roster ends |Back South Comer Anti-Clockwise WS /]
02/02/2017  |12:12  |Late for Thursday roster ends |Front north Corner Anti-Clockwise WS I|
02/02/2017  |12:12  |Late for Thursday roster ends |Front Door Anti-Clockwise WS ]
The defaUIt Sort for 02/02/2017  |12:12  |Late for Thursday roster ends |Back South Corner Anti-Clockwise WS ]
H H 02/02/2017  |12:12  |Late for Thursday roster ends |Front north Corner Anti-Clockwise WS ]
data IS by the tlme 02/02/2017  |12:12  |Late for Thursday roster ends |Front Door Anti-Clockwise WS' =
H 02/02/2017  |12:12  |Late for Thursday roster ends | Back South Corner Anti-Clockwise WS
the pOI nt Was tag g ed . 02/02/2017  |12:12 | Late for Thursday roster ends |Front north Comer Anti-Clockwise WS
02/02/2017  |13:07 |Late for Thursday roster ends |Front Door Clockwise WS2
Change the Sort 02/02/2017  |13:07 |Late for Thursday roster ends |Back entrance Clockwise WS2
H 1 02/02/2017  |13:07 |Late for Thursday roster ends |Front Door Clockwise WS2
Order by CIICkIng On 02/02/2017  |13:07 |Late for Thursday roster ends | Back entrance Clockwise WS2
H 02/02/2017  |23:59 |Less than (1) Required Daily EFront north Corner
the COl umn head I ngs 02/02/2017  |23:59 | Less than (1) Required Daily EBack South Comer
02/02/2017  |23:59 | Less than (1) Required Daily EBack entrance
- - 02/02/2017  |23:569 | Less than (1) Required Daily £ Front Door
To only view entries (resEbey :
29 Process ~ SendTo | o Close

for a specific route
click on the search
button to see a list of
all routes.

6. You can select which events you want to see by
adding or removing the check mark for the various
events

Click on the route

you wish to view and

click on Select Notice the:
button Send To button

It works on the same principles as seen in
5.2 Editing a Site
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Chapter 7. Guardlog Email Setup

We will see in the next Chapter: reports that you can email reports from
the Guardlog database. We will now look at setting up an Email address

for Guardlog.

The Guardlog Email address can use an existing Email account on your
mail server or you can request your IT deparent to create a dedicated
Email address for Guardlog. In the example below we use a dedicated

account for Guardlog.

1. Login to Guardlog

2. Select the Settings
Icon

1. Update Guardlog
Settings window
opens

2. Select Email
Settings tab

3. If you are unsure of
the SMTP details,
speak to your IT
deparent

4. Type your SMTP
Server name and
SMTP Port number

5. SMTP User is the
email address
Guardlog will be
sending from

6. SMTP Password is
the password for the
above email account

/\/Ca\pe?'\oft

é" Guardlog

File Browse View

Security Help e
2 erd )

‘%5 Update Guardlog Settings

SMTP Server. mail_plp.com

<« Email Settings SMTP Port: 25 °
SMTF User: GaurdLog@plp.com e
SMTP Password: | TeNn1s
Sender: GaurdLog Admin e

®

Organization: PLP|

7. Sender is the default name you wish the sender to
be viewed as

8. Organization is your company name

9. Click on OK button
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Chapter 8:

Reports

The Guardlog System offers the user a wide selection of reports.

Baton Report

Point Warnings
(Roster) Summary
Report

Point Activity
Report

Points Visited
Report

Site Activity Report

Supervisor Site
Visit Report

Warnings (Daily)
Report

Warnings (Roster)
Report

Reports on a selected baton or all batons. The user is to
select the date, time and baton for the report. This report will
show each instance baton/s were tagged on a point including
the date and time.

Reports on every point. The user is to select the dates and
time for the reporting period. This report will show each
instance a point was tagged and report on guard, date, time,
route recorded, guard recorded, out of sequence or point
missed.

Reports on a selected site’s points or all sites. The user is to
select the date, time and site for the report. This report will
show in two hourly intervals the number of times a point has
been tagged in that interval over the selected dates.

Reports on a selected point or all points. The user is to select
the date, time and point for the report. This report will show
each instance point/s were tagged, by which baton including
the date and time.

Reports on all site’s points. The user is to select the dates
and time for the reporting period. This report will show in two
hourly intervals the number of points tagged in a site during
the interval over the selected dates.

Reports on officers tagged. The user is to select the dates
and time for the reporting period. This report will show date
and time and site officer tagged

Reports on events exceptions recorded for all site’s points.
This is the events (visit count) set when creating a point (how
many tags in a day) and not events set in roster schedule
(how many tags in the start to finish of the roster point). The
user is to select date, time and exceptions for the reporting
period. This report will show date, time and warning
description for each exception.

Reports on events exceptions recorded for all site’s points.
This is the events set when creating events set in a roster
schedule (how many tags in the start to finish of the roster
point) and not a point (visit count) (how tags in a day). The
user is to select date and exceptions for the reporting period.
This report will show date, time and warning description for
each exception.

MapeSoft o



1. Toview Available
Reports Select the
Report Layouts Icon

1. The Browse Browse
Report Layouts
window opens

2. Click on the report
you wish to view

3. Click on the Print
button

/\(OBGS\O&

¥ Guardlog

File Browse Wiew curlt_v Help

Toth

| ‘ Browse Report Layouts El
-i-" Browse Report Layouts

Puoints Actmty Report 11/09/2009 :

Points Visited Report 11272009 |20:13

Site Activity Report 10/09/2009 |21:28

Supervisor Site Visit Report 8/09/2009 |20:25

Warnings (Daily) Report 21M11/2010 | 16:56

Warnings (Roster) Report 9/09/2009  |20:42 v

+ Remor
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8.1 Baton Report

Reports on a selected baton or all batons. The user is to select the date,
time and baton for the report. This report will show each instance baton/s
were tagged on a point including the date and time.

& Report Options =R RO

1. Notice the:
-

Send To options

2 . They Work On the Send ta (O Printer HP Deskjet 3050A J611 series ? [ LandScape
. . File (and screen’ |C-\ProgramData\Guardlog\Qutput.tx| 9
same principles as O e
seenin O Screen .
.y . O Excel
5.2 Editing a Site - ?
Batton Number: 0 To Time: 23:59
3- Select the bato n From Date: 02/02/2017 2
number you wish to a0 o |2
report on, O reports e
on all battons s \d

1 26 Cancel
4. Select dates to report

from and to & Report Preview o] = =
5. Settime to report
from and to A [ ent 11
H Batton Report ~
6 . Cl IC k on Stal’t From Date: nz-‘:fz'zm? To Date: 03/02/2017
From Time: 00:01 To Time: 23:59 From Batton: 0 To Batton: 33
button — :
Description Event Date Event Time Batton No
. . 02/02/2017 12:12 1
7. Click on print button 03/02/2017 9:04 1
02/02/2017 13:06 1
03/02/2017 9:04 1
02/02/2017 12:12 1
Front north Corner 02/02/2017 12:12 1
Front north Comner 02/02/2017 12:12 1
Front north Comner 02/02/2017 12:12 1
Back South Corner 02/02/2017 12:12 1
Back South Corner 02/02/2017 12:12 1
Back South Corner 02/02/2017 12:12 1
Back South Corner 02/02/2017 16:05 1
Back entrance 02/02/2017 13:07 1 v
< >
Qutput. Currently Set To: Printer °
Z| | (=] J Close

ACapeSoft i



Notice the:
Send To options

They work on the
same principles as
seenin

5.2 Editing a Site

Select dates to report
from and to

Set time to report
from and to

Click on Start
button

Click on print button

ACapeSoft

& Report Options

=

Send to:

From Date:

ToDate:

From Time:

To Time:

O Printer HP Deskjet 3050A J611 series
File (and screen’ |C\ProgramData\Guardlog\Output tx
O E-Mail
O Screen
O Excel
O Word
02/02/2017 7
03/02/2017
00:01
23:59

& Report Preview

PAIl Nong 1 "

?
?

8.2 Point Warnings (Roster) Summary Report

LandScape

Cancel

.

Reports on every point. The user is to select the dates and time for the reporting
period. This report will show each instance a point was tagged and report on guard,
date, time, route recorded, guard recorded, out of sequence or point missed.

A
Dats Time | Rouleol Peoniiot  outor ’:Iu“l. of M
Tims

2mam7 1z12 N0 N Yer N Yes

202017 1212 No N Yes o No

2022017 1212 No N Yes o No

202201 1307 No N Yes o No

202201 1307 N N ver N N

302201 a0t N N ver N N

302201 a0t N N Yes N No

202017 1z s Yeu Yes N Yer

ChsuaWS1 5308 S Camer urger REE 2001 1212 Yes Tes Yes N No
Cloewise WS1 B3 Soum Comer urger B 202207 1212 Yes Yes s o No
B Soum Comer 20207 16505 Yes Yes Yes o o

Cloewise WS1  From normn Comer urger R 202201 1212 Ko No Yes o s
Chswis W1 Fron norm Camer urger REE 2022017 1z12 Ne o Yes o o
Clockwlse WSt Front nori Comer Burger R 2022017 1212 o N ves no no
Clnckwlse WS2 Sotker Smon 2N 1307 N N Yes No No
Ciosuise WS Sotker smon zowa0r 1307 N Ho Yes o No

At-Closiwise W B3tk enrance Sotker Smon oAt oL N Ho Yes o No o

<

Output. Currently Set To: Printer

2| |=

° ’

 Close
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8.3 Points Activity Report

Reports on a selected site’s points or all sites. The user is to select the date, time and
site for the report. This report will show in two hourly intervals the number of times a
point has been tagged in that interval over the selected dates.

1. Notice the: & repropins e
Send To options L3
2. They work on the Sendto O Prnter HP Desket 30504 J611 series 3] 21 LandScaps
same prlnCIpleS as File (and screen’ | C:\ProgramData\Guardlog\Output.tx |2
. O E-Mail
Seen N O Screen -
H H O Excel
5.2 Editing a Site . 2
. Site No: 1 To Time: 23:59
3. Select the site’ T 7
number you wish to ToDate: 030212017 ?
report on, 0 reports From Time: 0001
on all sites [

‘ ¥ cancel
4. Select dates to report

from and to & Report Preview o ©
5. Settime to report -
from and to

o, 4 4 » v Al None 1 "
6. Click on Start

button Points Activity Report “
From Date: Q2022017 To Date: 03022017
From Time: 00001 To Time: 2359 FromShe- 1 ToSke 1
7. Click on prlnt button Point Name 02 24 46 68 510 10412 1214 1416 1618 1820 2022 2224
Badk South Cormer ] a o o o o 3 a 1 a a o
Front Door a a ] 0 0 0 3 a 0 o a 0
Front north Corner ] a o o o o 3 a o a a o
W
< >
Output. Currently Set To: Printer °

ENTIE ./Clgse
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8.4 Points Visited Report

Reports on a selected point or all points. The user is to select the date, time and point
for the report. This report will show each instance point/s were tagged, by which
baton including the date and time.

1. Notice the: & FeportOptions =
Send To options =

2 . They Work On the Send to: O Printer HP Deskjet 3050A J611 series ? LandScape
same principles as File (and screen’ |C-\ProgramData\Guardlog\Output tx| |9
. O E-Mail
seen in O Screen =
5.2 Editing a Site O Bl =
QO Word
. Paint Number: 0 To Time: 23:59
3. Select the point fombse oa0mon "
number you wish to ToDate: 03/02/2017
report on, O reports FomTime: (0001

on all points O

[0 s Yxcom

4. Select dates to report
from and to & Repor Preew e
=

5. Settime to report

from and to 2 2 5 W [ [ [ [ [Ny 11
[
6. Click on Start it A :
From Time: 00:01 To Time: 23:59 From Point: 0 To Point: 9985859,
b u tto n No & Description Event Date Event Time Batton No
. . 1 - Front Door 02/02/2017 12:12 1
7. Click on pr|nt button 1 - Front Door 020212017 12:12 1
1 - Front Door 02/02/2017 12:12 1
2 - Back South Cormer 02/02/2017 12:12 1
2 - Back South Comer 02/02/2017 12:12 1
2 - Back South Comer 02/02/2017 12:12 1
2 - Back South Comer 02/02/2017 16:05 1
3 - Front north Corner 02/02/2017 12:12 1
3 - Front north Corner 02/02/2017 12:12 1
3 - Front north Corner 02/02/2017 12:12 1
4 - Front Door 02/02/2017 13:07 1
4 - Front Door 02/02/2017 13:07 1
4 - Front Door 03/02/2017 9:04 1
4 - Front Door 03/02/2017 9:04 1
5 - Back entrance 02/02/2017 13:07 1
(5 - Back entrance 02/02/2017 13:07 é 5 ¥
Qutput. Currently Set To: Printer

—
g @ @ " Close

ACapeSoft .
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8.5 Site Activity Report

Reports on all site’s points. The user is to select the dates and time for the reporting
period. This report will show in two hourly intervals the number of points tagged in a
site during the interval over the selected dates.

1. Notice the: WiererOroe =le
Send To options &
2. They WOfk on the Sendto: O Printer HP Deskjst 3050A J611 series 2 LandScape
same principles as File (and screen’ |C\ProgramData\Guardlog\Output tx |§
. O E-Msil
Seen In O Screen 3
5.2 Editing a Site © Bl =
O Word
From Date: 02/02/2017 7
3. Select dates to report - i
from and tO From Time: 00:01
To Time: 2359
4. Settime to report (5 ]
from and tO 1 2 Cancel
5. Click on Start & Report Preven =

button

6. Click on print button
EI:J 4 4 » AN None 1 "

Site Activity Report “

From Date: 0240272017 To Cate: 030272017

From Time: 0001 To Time: 2358
Site Name 02 24 46 68 810 1012 1214 1416 1618 1820 2022 2224
Wershop 1, DelftBranch @ 0 0 0 0 0 ] 0 1 0 0 0
‘Workshop 2, Devon Bran o o ] o 4 o 4 a o o a o

v
< >
Output. Currently Set To: Printer °

2 || |[x€] ./Clgse
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8.6 Supervisor Site Visit Report

This report is a visit based report, which displays all visits at all Sites by a supervisor.
The user is to select the dates and time for the reporting period. This report will show
date and time and site officer tagged. In order for a ‘Supervisor Visit’ to appear in the
report, the following requirements should be met.

- Point should be made a ‘Supervisor Checkpoint’ by checking the ‘Supervisor
Checkpoint’ checkbox in the Point setup.

- A Supervisor Visit is made by first touching the Supervisors’ Tag, and then the
Checkpoints’ Tag with the same Recorder.

1. Notice the: S b= e
Send To options | ]
2. They work on the Sendto. O Prner HP Deskgel 0504 U511 seres (3] 2 LandScape
Same principles aS File (and screen’ |C:\ProgramData\Guardlog\Output.tx| 2
. O E-Mail
Seen In O Screen 3
5.2 Editing a Site O Bl =
O Word
3. Select dates to report e e
fl’0m and tO From Time: 00:01
To Time: 23:59
4. Settime to report o
from and to Pl s Y [ X concel
5. bcﬂﬁl(()r?n Start & Report Previw o) o e

/;) 4 4 v v Al None 1 IR

6. Click on print button

Supervisor Site Visit Report 0
Froen Dater 02022017 To Dater 03022017
Froen Time: 00101 To Time: 2559
Surname & Name Ewent Date Ewent Time Site
Booker, Simon 0202:2017 13:06 Wodkshop 1, Delft
Booker, Simon 03/02/2017 2:04 Wodkshop 1, Delft
Burger, Riaan 02022017 12:12 Workshop 1, Delft
W
£ >
Qutput. Currently Set To: Printer °

S || |[= ./Clgse
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8.7 Warnings (Daily) Report

Reports on events exceptions recorded for all site’s points. This is the events (visit
count) set when creating a point (how many tags in a day) and not events set in
roster schedule (how many tags in the start to finish of the roster point). The user is
to select date, time and exceptions for the reporting period. This report will show
date, time and warning description for each exception.

1. Notice the: A f=Te e
Send To options &
2. They work on the Sendto: O Printer HP Deskjet 3050A J611 series 7 LandScape
same principles as File (and screen’ |C\ProgramData\Guardlog\Qutput tx| | §
. O E-Mail
Seen In O Screen 7
5.2 Editing a Site © e =
O Word
. Missed Points: ToDate: 03/02/2017
3. Select_ exceptions Lose Roaured
you wish to report on More Requirec
add a check mark to Fompats:  (oazeory ?
report on and remove (s ]
to remove exception E» T
from report _ _
= Report Preview EIIEIIEI
4. Select dates to report =
from and to
5. Click on Start A o A oot 1 41
button
| Date Time  Point Warning "

6. Click on print button

23:59 Front north Cormer Less than (1) Reguired Daily Events {20}

23:59 Back South Corner Less than
2358 Badk entrance Less than

23:59 Front Door Less than

2359 Front Door Less than (1) Reg aity Events (20)
03022017  23:59 Front north Comer No Daily Events Found (20)
03022017  23:59 Badk South Comer Ne Daily Events Found (20)

032/022017 2359 Badk enfrance Less than (1) Reg {15)
03022017 23:59 Front Door Less than (1) Reg {15
03022017  23:59 Front Door No Daily Events Found (20}
W
£ >

Qutput. Currently Set To: Printer °

Z | | ./Clgse
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8.8 Warnings (Roster) Report

Reports on events exceptions recorded for all site’s points. This is the events set
when creating events set in a roster schedule (how many tags in the start to finish of
the roster point) and not a point (visit count) (how tags in a day). The user is to select
date and exceptions for the reporting period. This report will show date, time and
warning description for each exception.

1. Notice the: ' Repor Opions pm—
Send To options L]

2_ They Work on the Sendto- O Printer HP Deskjet 3050A J611 series P LandScape
same pri nciples as File {and screen’ C-\ProgramData\Guardlog\Output tx| ‘g
. O E-Mail
seen in O Screen =
11 H O Excel
5.2 Editing a Site O o ?
. Missed Roster: Less Required:
3 " SeIeCt exceptl O nS Early for Roster: e More Re:uwred:
you W|Sh tO report on Late for Roster- From Date- 02/02/2017 ?
add a CheCk mark to Outside Roster: ToDate: 03/02/2017

report on and remove o
to remove exception xcm

from report

= Report Preview EII?IIEI |
4. Select dates to report =
from and to

5. Click on Start A2 e T o[ et 1 11

button =
Warnings (Roster) Report Q
6. Click on print button e mmmm—

Date Time Paint Warning

1212 Front Door Late for Thursday rost s at 0000 Event foun, 12z

12:12 Back Scuth Comer Late for Thursd at 00:00 Event foun 1z

12:12 Front north Comer Late for Thursd at 0: 1z

12:12 Front Door Late for Thursd 1z

12:12 Back Scuth Comer Late for Thursd 1z

12:12 Front north Comer Late for Thursd 1z

12:12 Front Door Late for Thursd 1z

12:12 Back Scuth Comer Late for Thursd 1z

1212 Front north Comer Late for Thursd 12
02022017 1207  Front Door Late for Thursd
02/02:2017 1207 Back entrance Late for Thursd &t 00:00 Event foun
02022017 13.07 Front Door Late for Thursday roster ends at 00:00 Event found at 13:07 W

< >

Output. Currently Set To: Printer °

Zf | |[=] Clgse
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Chapter 9: Setting Up Default
Printer

This is to setup the default printer that the Guardlog System will
print to.

1. Login to Guardlog Guard)
@ s, View Security Help
2. Open File Menu and \Printer Setup...J &
b

click on Printer File Manager
Setup Import Point Events
View Point Events File
Exit
1. Printer Setup
window opens Print Setup
2. Click on the drop S (- )
down arrow next to Mame:  HP Deskjet 30504 J611 series O Properties. .
pr.intgr name and you Sttus:  Ready
will view all installed Type:  HP Deskjet 3050A J611 series
printers on your Where:  LUSBOD1
computer. Click on Comment:
the printer you want . —
to be the default. e reraen
Size: Ad w (®) Portrait
3. You can set paper .
settings herep P Source: | Automatically Select v A (O Landscape
4. Click on OK button Network .. [ oKk [) Cancel
1. Note:
File Manager, ¥ Guardiog
ImpOI’tPOint Events File Browse View Security Help
View Point Events T e,
F||e File Manager l
are for technicl suport Import Point Events
to use View Point Events File
Exit

ACapeSoft
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