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Chapter 1: System Overview

QuickReg®© is an easy-to-use and comprehensive software for managing and tracking visitor
movement in an organization and factory. A great value for small as well as medium businesses and
organizations looking for an effective visitor management solution, the QuickReg®© is secure, simple
to implement, and extremely user-friendly.

Chapter 2: System Log In

2.1 Log In to the System

To begin using the QuickReg®, double-click the “Launch QuickReg” icon on your Windows
Desktop.

In the Login dialog box, type your Password and then click OK button.
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@ QuickReg - Visitor Management System

Password: “

Database: C:\Program Files {x86)\Nusoft Solu ~

L 1":.-:) 0K 8 Cancel

Note:
Default login password is 123456. Login password is case-sensitive. Please make sure you
enter the correct password cases.

Upon successful log in, you will be prompted with the QuickReg®© main screen.

f:é} QuickReg - Visitor Management System o o
the reader yected View Phota falbory
a Q e
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K NojPasscard o |
{Withoct the =)

Tamme Cardholdes Photo:

Vise Ressan Con¥act
Host A1
Campery Neme

Tuleshone Mo,

Vet Mo

Pasy card Mo,

= Acompt (r3) Q Cancel

| This software is beensedto L

The main screen is organized into 4 tabs, namely Home, Report, Setup and About.

Home tab is the most used tab for user to register visitor.
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2.2

Report tab is the second most used tab for user to search visitor information and generate
report. By default the Save button is disabled. The Save button only accessible in Supervisor
Mode.

Setup tab is the tab where user can set the system parameter such as Company Name,
Registration Number, address and contact information. This tab only accessible in Supervisor
Mode.

About tab is the tab where user can find QuickReg®© system information such as version,
release date and vendor information.

Switch to Supervisor Mode

To login into Supervisor Mode, you must click into Supervisor Login hyper link and login
with Supervisor password.

00
Q-

\

Supervisor Login

Note:
Default Supervisor password is ~Passwordl. Login password is case-sensitive. Please
make sure you enter the correct password cases.

You will be prompted with a Change Password dialog box. Type in your new password, then
click OK button.

QuickReg - Supervisor Password

Flease enter supervisor password to proceed.

Cancel

Upon entering correct Supervisor password, your will be able to enter Setup tab and also able
to click Save button in Report tab.
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2.3 Changing Password

To begin change password, you must login to the system with your old password.
Upon successful log in, click on the Change Password hyper link.

\ Broadcom Corp Contacted SmartCard 0 is connected.
o Click here to change reader

Home I Report M Setup I About Change Password

You will be prompted with a Change Password dialog box. Type in your new password, then
click OK button.

Upon correct current password and matching new password, you will be prompted with a
successful dialog box.

-

(0) New password has been saved.
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Chapter 3: Configuring System

3.1

Settings

To begin configuring system, you must first log in to QuickReg®© Supervisor Mode.

Upon successful log in, click on the Setup hyper link.

\ Broadcom Corp Contacted SmartCard 0 is connected.
) Click here to change read

You will be prompted with a Company Particulars entry screen. Enter all relevant
information, then click Confirm button.

B QuickReg - Visitor Hansgement System . ¢

.\\ o 1 nte) carscing.
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The following details are as explain below:

#  Field Name Description . Mandatory |
1 | Company Name of your company or organization. This No
Name name must be the same as the name of company
submitted for registration.
2 | Company Registration Number of your company or No
Reg.Number organization. This registration number must be
the same as the company registration number
submitted for registration.
3 | License Key * | License Key is for viewing only. Yes
4 | Address 1 Company address. No
5 | Address 2 Company address. No
6 | Address 3 Company address. No
7 | Telephone Company telephone number. No
Number
8 | Fax Number Company fax number. No
9 | URL Company home page URL. No
10 | Contact Person | Name of contact person. No
11 | Designation Designation of contact person. No
12 | Preview Logo Logo of your company to be display in the No
system.
Click Browse button and select a bmp file to
upload.
Note: To get the best Company Logo display, the
photo Height to Width ration should be preserve
at1:1.7.
Example: Height 100px, Width 170px.
13 | Print visit form | Enable or disable print visit form upon successful Yes
* Sign In of visitor.
14 | Single Entry Enable or disable Single Entry Mode. If Single Yes
Mode * Entry Mode is turned ON, QuickReg®© will only
record Sign In and doesn’t need Sign Out.
* Note:
To obtain License Key, please contact your salesperson or the software vendor.
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3.2

Enable/Disable Visit Form

To begin enabling or disabling printing of visit form/card during Sign In, you must first log in
to QuickReg®© Supervisor Mode.

Upon successful log in, click on the Setup hyper link.

Broadcom Corp Contacted SmartCard 0 is connected.
) Click here to change read B

Tick on Print visit form to enable display the visit form when Sign In is completed, then click
Save button located at the side.

g QuickReg - Visitor Management System : — D €
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The Visit Form sample is show below:

PAS PELAWAT / VISITOR'S PASS

NO. PAS
PASS MO, : 5

Dilarang Merokok, Kecuali Zon Merokok
No Smoking, Except Smoking Area

Matikan TelefonBimbit DiDalam Kilang, Stor dan
Kawasan TangkiBahan Mentah

Switch Off Mobile Phone While in Factory, RM Store
and Tank Farm

Butir-butir Pelawat / Visitor Details

Nama Pelawat

Name of visitor 1 TEH HANVOON
No. KadPengenalan

I/C No. 740228086669
Nombor Kenderaan

Vehicle No. : 4

Nama Syarikat

Company Name : 2

Tujuan Lawatan

Reason of Visit = Meeting

Tandatangan Pelawat
Visitor's Signature

TARIKH
DATE :

22/03(2013

Pegawai Yang Ditemui/ Personto Meet

Nama

Name HE !

Jabatan
Department

Tandatangan Pegawai

Officer's Signature

‘Waktu Masuk / Time In

Tandatangan Pengawal

Guard's Signature

MNama Pengawal

Guards's Name

Waktu Keluar / Time Qut
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3.3 Enable/Disable Read Photo

To begin enabling or disabling read photo from MyKad, you must first log in to QuickReg©
Supervisor Mode.

g

\

Supervisor Login

Upon successful log in, click on the Setup hyper link.

Broadcom Corp Contacted SmartCard 0 is connected.

-
\:>'>' 1
'1"‘«}_‘., Click here to change reader

Home Report Setup About Change Password

You will be prompted with a Manage MyKad Photo Reading entry screen. Select Yes to
enable reading of photo from MyKad or select No to stop reading photo from MyKad, then
click Save button located at the side.

‘?vu QuickReg - Visitor Management System O o

[N o rvnterommcied s Munn Galery Q’

nime Repaet Setup Abcwt - vmemr 'axeocersd AMETTEN L L ."

P ane entur cnremeny emd rvunired bt mdertad e hers

Campary Pretaalars

Company Kame n Company Rrg Humber 1
(e Key HUGLIMLBE L IAAAE Y

Agomas L

Agdrane X

Addreie )

Twaptoos Therhisr: | | Pux Nammer:

Serwe Loga: N Brewse
L

Prwt vipt fprres - v Fam Sogtriry Meder - | ves

e TR ST P T TR T

Enaksle read phate: Yes * em

Itznage Drmp—Snn mrirma == bl
Vit Szescn Conbacts - Al i Vet

Host adl - AM OB U

Thes seftware & fcessed b L

Note:
Normal reading time for photo from MyKad takes about 5 seconds and reading time for
other biodata and address takes about 3 seconds.

When disabling the read photo capability, you will be able to read visitor information
faster.
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3.4 Manage Visit Reason

To begin managing visit reason system, you must first log in to QuickReg© Supervisor Mode.

00

Supervisor Login T

Upon successful log in, click on the Setup hyper link.

'\ Broadcom Corp Contacted SmartCard 0 is connected.
a Click here to change reader

Home Report J Setup h About ‘ Change Password

You will be prompted with a Manage Visit Reason entry screen.

(‘& QuickReg - Visitor Management System 0

1o innde) ummected. Wiee funto Gallery
& Chck hee b chataae cee Q/’

[ Repart Setup Abowt Lo oeemr 'aseecerd AMErTeaut Lt .-

PMesss sntur coremeny emd reytt red bt mbartd tas et

Company Hame: m i | Company 1
(nense Key wa.:n&unﬂ]: |

{
|

Addae s | ]
[ $

- Q/’ Y Browse

-
et it fperes W 5 Fam SoghePriry Meder - [ ves

Camtiern gu-.l

Fasage Phgad Phass e sdiny eer

trabie read phate Yes o Sew

Pisnagw Drmp—Sunn mesrmales b

Vit fzesen Coneactr - A

E

i
£
gE
£

To add a new visit reason, click Add button at the side. Enter the new visit reason into the
text box and click OK. To go back to main screen, click Cancel.

Please enter new Visit Reason to add.
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To edit an existing visit reason, select the visit reason you want to edit.

Manage Visit Reason information here.

Visit Reason: Meeting +| Add Edit  Del

Then, enter the new visit reason into the text box and click OK. To go back to main screen,
click Cancel.

Please enter new description to replace the
current [Meeting].

To delete a visit reason, select the visit reason you want to delete.

Manage Visit Reason information here.

Visit Reason: Meeting v| Add  Edit Del

Then, click Yes to confirm delete and No to go back to main screen.

@) Please click Yes to confirm delete [Meeting].
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35 Changing custom label for “Visit info”

To begin managing custom label for “Visit info”, you must first log in to QuickReg®©.
Upon successful log in, click on the Home hyper link.

\ Broadcom Corp Contacted SmartCard 0 is connected.
D) Click here to change read

In the home screen, look for the Visit info section.

By cuickhes - visitor management System - D €

femnected.
ﬂ'“'
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Mouse over to anyone of the Visit info label such as “Visit Reason”, “Person to visit” and
double-click on the selected label.

Visitinfo  Biodaia Address

VisitReason Meeting *

Personto noble-click to customize label|

Company Name

Vehicle No.,

|
| |
Telephone No, [ I
| |
Pass card No. | |

You will be prompted with a dialog box. Enter the new label text into the text box and click
OK. To go back to main screen, click Cancel.

Customize Label @
Please enter new Iabel to replace the current
wsit I;Aeasogl. -
ote: Max character is 15.
Cancel I

=
|1
L=

Note:
The label has a limit of 15 characters only.
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Chapter 4: Sign In and Sign Out Visitor

4.1 Normal Sign In

To begin normal sign in visitor, you must first log in to QuickReg®©.
Upon successful log in, you will be automatically directed Home tab. If you are at other tab,
please click on the Home hyper link.

Broadcom Corp Contacted SmartCard 0 is connected.
Click h i

ere to change reader

Home Report Setup About Change Password

A. For Visitor with MyKad.
Obtain visitor’s MyKad and insert into the MyKad Reader.

Press F2 button for reading data from MyKad. You may also click Read button to
perform the same task.

Note:
System will attempt to read information on the visitor and retrieve from database if this is a
return visitor. This will improve the system performance.

A, Quickfeg - Viltor Management Systen 00
' ' k
N o
Report Setvp About Help Qunue Fusessurd e rrype Loyt -
- - d Barcoded ID usection. IN
LTy S okt o
, \ 0 0
Cardholder Farticulars:
K NojPusscard o | Seard
{mthot the =)
Namr Cardholder Phota:
Vise Ressan Condacts
Host a01
<ampery Neme
Tuleshone o,
Vet Mo
Pass card Mg, " Read M4

Accmpt (73] Q Comcr)

This software i kcensed to 1
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Upon successful retrieval of information from either MyKad or database, you will see the
Name, Biodata and Address section is filled with the visitor’s particular.

Now, enter all necessary information for this visit into the Visit Info section.

yKad | » IN
\:“ ’ .Q
- 0. ST TOTRL VISITOR
! ! r Reag (77 o o
Carfholder Porticulars:
1 M TH13-00 2772 T Semch ']
i OSSR TV Cardihvder heto!
Vit Sesssrr Meetrg -
Porsen Lo vt

Corpary Mama:
Telagracese o 0135088 255
Vebade Ns. HBAT 1022

Pass catd foa

T Accept a At

[Thes saftwaree i loensed 1o NUSOFT SOLUTIONS.

After completing all the details, click Accept button. Or click Cancel button to cancel the
data entry.
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B. For Visitor with Barcoded ID (Singapore ID Card or Driver License)

Obtain visitor’s Barcoded ID and scan the barcode with a barcode scanner.

Note:
Make sure the cursor is in IC.No/Passcard No. text box prior to perform any scanning.

System will attempt to read the ID Number information on the card and retrieve from
database if this is a return visitor. This will improve the system performance.

0 (e tor Management Syst Q O
a ' A ; ==
Repart Setvp About e Oupme Fasessurd Seservisnr Lagoit =
' 3 or Mykad Barcoded ID winecrion. IN
e
= 8 M) S St
\ : 0 0
Cardholier Farticulpes:
K Mo Passcard Mo Seard
{Withoct the =) e || IQ
Tamme Cardholder Phato:

Vine Ressmn Condacter .

Mot A1 .

Campary Neme |

Tuleshone Na. |
Vet MO

Pasy card o, | A nead

Accompt {(r3) Q Cauced

This software ik bcensed to 1.

Upon successful retrieval of information from either MyKad or database, you will see the
Name, Biodata and Address section is filled with the visitor’s particular.

Page 18 of 34




QuickReg®© User Guide

Now, enter all necessary information for this visit into the Visit Info section.

After completing all the details, click Accept button. Or click Cancel button to cancel the
data entry.
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C. For Visitor without MyKad or with faulty MyKad

Click on the IC No. entry field, and enter visitor’s IC Number into the highlighted
textbox as shown below. Then click Search button or press ENTER key to proceed.

Note:

System will attempt to read information on the visitor and retrieve from database if this is a
return visitor. This will improve the system performance.

B Quickheg tor Management Syste 00
tome Repart Setig About el Ousee Passsurd Seserviar Lagd =
41 e ol these Conds Wit the teader!  Myitad Barcoded ID wsiecrion IN
=
=2 ML | STRL IN TOGAY TOTAL
; 3 Mew | Fwar) | 0 0

Cardholder Farticulars:

K Mo Passcard No.: seerd

{mthact the =) “ | B

Nz Cardholder Photo:

Vine Ressmnt
Mogt
Conmpery Neme

Tuleghone Ne.

Vet Mo

Pasy eard g, | [_.A—]

Acompt (r3) Q Cauced

This software is kcensed o 1

Upon successful retrieval of information from database, you will see the Name, Biodata
and Address section is filled with the visitor’s particular.
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Now, enter all necessary information for this visit into the Visit Info section.

After completing all the details, click Accept button. Or click Cancel button to cancel the
data entry.
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4.2 Normal Sign Out

To begin normal sign out visitor, make sure you must first log in to QuickReg© and at Home
tab.

Broadcom Corp Contacted SmartCard 0 is connected.

Click here to chanage reader

Home Report Setup About Change Password

A. For Visitor with MyKad.

Obtain visitor’s MyKad and insert into the MyKad Reader.

Press F2 button for reading data from MyKad. You may also click Read button to
perform the same task.

Note:
System will attempt to read information on the visitor and retrieve from database if this is a
return visitor. This will improve the system performance.

) qucites. vihor aniginin 00
& hot 1 : .
Repart Setvp About e Ouane Fasessurd Seservisnr Logoit =
. t fer Myxad Barcoded ID usecton. IN
L
& & u"”“l I STRLIN TOGAY TOTAL
Cardholder Farticulars:
K NoJPasscard No.s
Tame Cardholer Phato:

Ve Ressan Con¥aci >

Host A0l v

Cnmpery Neme |

Tuleshone Na. |
Vet MO

Pass card Mo, A nead

Accmpt {(13) Q Cauced

This software is bcensed o 1
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Upon successful retrieval of information from MyKad and database, you will see the
Name, Biodata and Address section is filled with the visitor’s particular.

Now, review all necessary information for this visit at the Visit Info section.

Teaibure Ne
Ynhive Noo

Fare oard Moo

& Accept Q Coocal

\ Mysad e IN
& ‘B
= e ST ™ TOTAL VS5TF0R

Cardobler Partutars)
et 72011300 2772 I—';:7
Rame: WONG XAR MUW Cardhokder Mata;

Viet Fanros; { Meetrg

Becs 00 b0 YA £ Azt e Sdeeg

Covpery Nave Profek Corporation Sae Bhe

[This software i Scemsed to  NUSOIT SOLUTIONS.

data entry.

To complete the transaction, click Accept button. Or click Cancel button to cancel the
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B. For Visitor with Barcoded ID (Singapore ID Card or Driver License)

Obtain visitor’s Barcoded ID and scan the barcode with a barcode scanner.

Note:
Make sure the cursor is in IC.No/Passcard No. text box prior to perform any scanning.

System will attempt to read the ID Number information on the card and retrieve from
database if this is a return visitor. This will improve the system performance.

.‘_*E’ Quickheg - Visitor Management System Q 0
a 00 sondis ey Phote faallery ;’
temr Repart Setip Abaut Help Cusue Pussurd Seservine Logoid =
| ot Barcoded ID uiiecrion. IN
l'“““l I STRLIN TOGAY TOTAL
; e 0 0
Cardhobier Farticulaes:
K o fPasscard No.: |] | e
{withoot the =)
Namnr Cardholder Photo:

Vine Ressan Condactr =

Hagt A01 v

Conpery Neme

Taleshone o, |
vendt Mo

Pasy card Mo,  Read [P4

Acompt {r3) Q Coucrd

This software is bkeensed to 1.

Upon successful retrieval of information from either MyKad or database, you will see the
Name, Biodata and Address section is filled with the visitor’s particular.
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Now, review all necessary information for this visit at the Visit Info section.

To complete the transaction, click Accept button. Or click Cancel button to cancel the
data entry.
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C. For Visitor without MyKad or with faulty MyKad

Click on the IC No. entry field, and enter visitor’s IC Number into the highlighted
textbox as shown below. Then click Search button or press ENTER key to proceed.

Note:
System will attempt to read information on the visitor and retrieve from database if this is a
return visitor. This will improve the system performance.

}:’ bbe t gement O 0
m ! 1 ; ’
Repart Setip About Help Ousue Pusssurd Seserviue Lot -
- fer Mywad Barcoded 1D wiEcron. IN
=2 | Miim) o ——
A WS - Fmed 2 | 0 0

Cardhobier Farticulars:

K NajPusscard Hos [ ]

{mithout the =)

Nammr Cardholder Phato:

Vine Ressan Condactr =

"ogt Al v

Cnmpery Neme |

Tuleshone Me. |
Vet Mo,

Pasy card Ba,  Read [P

Acompt {r3) Q Coucrd

Upon successful retrieval of information from MyKad and database, you will see the
Name, Biodata and Address section is filled with the visitor’s particular.
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Now, review all necessary information for this visit at the Visit Info section.

To complete the transaction, click Accept button. Or click Cancel button to cancel the
data entry.
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4.3

View In-building Visitor

To view In-Building visitor, make sure you must first log in to QuickReg®© and at Report tab.

"'<‘\7 Broadcom Corp Contacted SmartCard 0 is connected.

A4) Click here to change reader

Home Report Setup About Change Password

You will be prompted with a Search Criteria screen. Choose Report Type as Transaction.
Select appropriate Card Type, Set Direction to INCOMPLETE, From Date and To Date
defaulted to TODAY’s Date, then click Search button.

Report Type {Trarsacton |
Sesech Crterm:  Card Type {Myraz v|  Trensaction Ratus  [mcosmsTE -]
IC Number Name | 1l
fram date 220372013 ~|  Todate | 220372013 -
Blackdst atus  [a ~|
B Search Owar
The Search Result will show the list of In-Building.
Search Resslt:
Lint of trammacticen. Yo may doshle-cick on sty trancaction and view the detalls of the ransaction svd vastar.
s X Nty arre INDaweTine OUT Date/Tive Duration
L e TEM HAN vOON 21032013 2x57:49 o
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Chapter 5: Managing Visitor

5.1

Visitor Information

To view visitor information, make sure you must first log in to QuickReg®© and at Report tab.

b=\ Broadcom Corp Contacted SmartCard 0 is connected.

-\
;E).j Click here to change reader

Home Report Setup About Change Password

You will be prompted with a Search Criteria screen. Choose Report Type as Visitor Info.
Select appropriate Card Type, Set specific IC Number or Name of the visitor, then click
Search button.

Heport Type hd |

Search Criteris:  Caed Type |My¥ad |
3C Number [ gl [ Neme .
BackistRates AL -

LY s B oo

The Search Result will show the list of visitor.

Search Resolt:
Ustof visitsr infameanion. You may double-cick an ay trascaction and view the detads of the visitar

[z | IChumber Hame Gende Race Regon
11— TEH MAN VOON LA A DLOCHA
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Now double-click on the visitor displayed in the list to view his/her details.
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5.2 Blacklist Visitor

To blacklist a visitor, make sure you must first log in to QuickReg®© and at Report tab.

Broadcom Corp Contacted SmartCard 0 is connected.
Click here to change reader

Home Report [ Setup About Change Password

You will be prompted with a Search Criteria screen. Choose Report Type as Visitor Info.
Select appropriate Card Type, Set specific IC Number or Name of the visitor, then click

Search button.

fesmttype =)

Search Criteris:  Caed Type |My¥ad -l
3C Number i | Name
BlackistSates AL -l

m Search (bn

The Search Result will show the list of visitor.

Search Result:

Listaf visitar mfdrmation. You sy doubile-tieh on ay travsaction and view the detals of tha vistse,

L’ K tmber Harve Gender Race Heagon
| — TEH HAN YOON LBA <IN BUO0HA
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Now double-click on the visitor displayed in the list to view his/her details.

|

e———————

————————————————————

_———

e

————————
v [ x =

Now, enter the Reason information for blacklist this visitor.

<
.

After completing all the details, click Blacklist button. Or click Back button to cancel the data
entry.
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5.3 Remove Blacklisted Visitor

To remove a blacklisted visitor, make sure you must first log in to QuickReg®© and at Report

tab.

Broadcom Corp Contacted SmartCard 0 is connected.
Click here to change reader

Home Report Setup

About

Change Password

You will be prompted with a Search Criteria screen. Choose Report Type as Visitor Info.
Select appropriate Card Type, Set specific IC Number or Name of the blacklisted visitor, then

click Search button.

Seport Type >

Search Crterla:  Coed Type |My¥ad ~]
3C Number i | Name
BackiseRstes  |aLL !

Q) o

The Search Result will show the list of blacklisted visitor.

Search Result:

Lint of visitor mfcrmation. You evwy dauhle-tick an my travasction and view the deteds of tha vinitse,
s I Humber Narre Gender
1 SeresTrIIE TEM MAN VOO LAl

Resgon
BUOONA
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Now double-click on the visitor displayed in the list to view his/her details.

After reviewing all the details, click Unblacklist button. Or click Back button to cancel the
data entry.
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