PRODUCT SHEET

EZ-Visit – Registration of visitors
EZ-Visit is an additional function to EZbooking which is easily
integrated in the program. With EZ-Visit you can register
guests and visitors in various ways: in advance, connected to
a booking, separately or when an unannounced visitor arrives.
In that way the receptionist is able to keep track of visitors and
can also get visitor reports.

The receptionist role
Users with the role ’Receptionist’ or ’Administrator’ are allowed to
see the visitors of all users. By the registration of planned visitors,
the receptionists will know exactly who is expected each day. Thus,
all necessary preparations can be done as for instance printing the
name tags directly from the program with the help of a label printer. It
is also possible to have the comany logo on these visitor tags.

Register visitors
Visitors to a booking are registered through an icon in the booking
window. The information which needs to be filled out for a visitor is:
first name, last name and phone number. As soon as visitors are

registered for a booking, the number of visitors will be shown in
brackets next to the visitor icon. Visitors can also be added to a
recurrent booking, and are then automatically registered for all
bookings of the recurrent booking.
It is also possible to register visitors separately without a connection
to a booking. This can be made in advance for planned visits or
when the person arrives. This way unannounced visitors can get a
name tag and the visitor statistics will be correct.
You can import lists of visitors as txt files and visitors imported
from the same file will be connected in the visitor lists.

Reports
Seeing the list of expected visitors per day is of greatest interest to
those working at the reception desk. To provide this overview, there
is a report in EZ-Visit showing the visitors per day. Additionally,
there is also a possibility to produce a list showing all visitors
during a given period of time.

