
Visitor 
Management.
Welcome to the MSite Academy.

This course will go through how to deploy 
Visitor Management on site using Visitor Cards.



Visitor 
Management.
This guide outlines the steps for using the Visitor Management system 
with Visitor Cards. Designed to create a seamless and easy-to-follow 
process of granting a visitor access to site.

We will look at the following areas: 

• Adding a Visitor Manually

• Adding a Visitor on the Supervisor App

• Creating additional Visitor Cards and Profiles

• FAQ’s

Version: 1.0



How Visitor 
Cards Work.
The Visitor Card feature within the Visitor Management system 
requires each card to be assigned to a specific profile.

• When a visitor arrives on site, this card profile is linked to their visitor 
record, allowing them to use the assigned card

• At the end of each day, the card and site associations are 
automatically cleared from the visitor’s profile, leaving the Visitor 
Card available to be used again the following day

Version: 1.0



Module 1:

Creating Visitor 
Card Profiles.



Creating Additional Visitor 
Card Profiles.
To create an additional Visitor Card profiles, select: 

• Workers             Add New Visitor  

• Choose “Assignable as Visitor Card”. This will create a profile that the 
Visitor Card is linked to 

• Next, enter the name & number to label this card



Visitor Card Profiles – 
Site Association.
To complete the Visitor Card Profile, it needs to be associated to a site 
and marked as inducted. Follow the below steps:

• Search for the assignable Visitor Profile as you would a worker.

• Add the site it will be associated to

• Then, and “Mark as Inducted”

This will now allow the profile to be assigned to a site visitor.



Module 2:

Adding Visitors 
Manually.



Adding Visitors 
Manually.
To add a visitor to site manually from your MSite Dashboard, select: 

• Workers             Add New Visitor  

This new process will populate the Contractor and Role fields automatically 
as Visitors hiding them from their profile, and will also require some or all the 
following additional information: 

• Name and Company of visitor

• Person Visiting and reason for visit

• Choose which Visitor Card you wish to assign to that individual



Module 3:

Inviting Visitors - 
Pre-Registration.



Training Hub

Inviting Visitors - 
Pre-Registration
Inviting via Pre-Registration enables the visitor to be granted access to site 
prior to arrival. 

Pre-registration           Invite New Visitors          Enter the Visitor 
Information

If you are expecting multiple visitors, you can utilise the Bulk invite option 
which will require just the recipients email addresses.

Next, select the site they will be invited to and click, “Send”.

The visitor will now receive an email and be able to complete their profile 
before arriving to site.



Module 4:

Adding Visitors - 
Supervisor App.



With the Visitor Management system, you can also add 
visitors manually via the Supervisor App. To do so, simply:

• Select Workers & Visitors 

• Select Add +

• Then, Add Visitor

• Enter the visitor details, then select which Visitor Card to 
assign to them

The visitor will now be able to go through the sign in process 
using the assigned Visitor Card to gain access to site.

Adding Visitors - 
Supervisor App.



Module 5:

Sign In Visitors - 
Supervisor App.



To facilitate signing in via the Supervisor App, you will first 
need to open the Time & Attendance option. 

This will then allow you to select which Site / Project and 
Door you wish to sign people into.

Ensure you switch on the Visitor Management toggle. 

Signing In Visitors - 
Supervisor App.



Once the “Time & Attendance” has been activated, you will 
be able to set the app to sign visitors in. 

To do so follow the below process: 

• Click Visitors

• Select  whether to Sign In or Out

• Confirm consent for collection of data and biometric data

Visitors Signing 
In Process.



The below steps show the process for signing in a visitor with an 
existing profile.

• Type in worker name and click, “Next”

• If profile is found, select “Sign in”. If multiple potential 
matches found, select the relevant profile

• If the desired profile is displayed, click            and select 
Done to complete the process

If the desired profile does not appear:

• Select “That’s not Me”

• You will then be required to enter the company name & 
create a profile

• When the new profile is displayed, click            and select, 
“Done” to complete the process

Existing Visitor 
Profile.



The below steps show the process for signing in a visitor who 
does not have an existing profile. This will enable access to 
site by just using the Supervisor App.

• Type in worker name and click, Next 

• As no profile will be found, you are then then prompted to 
enter their Company Name and click, Next

• Then, you will be prompted to capture a photo of your face

• Click, Capture to take the photo, then OK to confirm

• Or select, Skip if not photo is required

• Once you have confirmed the photo or selected to skip, you 
will be signed in and can then click, Done

New Visitor 
Profile.



FAQ’s
Q. How long does a Visitor Card profile stay assigned to a site visitors profile?

A. Cards and sites are automatically un-associated from site visitors' profiles at the end of each day.

Q. Can we create more card profiles?

A. You can create additional card profiles through the “add worker” option on the dashboard and selecting the 
“Assignable as Visitor Card” option. This will allow you to then print a card for this card profile. 

Q. How do we print additional / replacement cards?

A. Once the printer has been configured and set up, search for the Card Profile that you would like to print the 
card for. From the taskbar on the left, scroll to “Print Card” and follow the instructions. Further information for 
printing cards can be found on the MSite Training Hub.

Q. What User Role/Permission is required to manually add Visitors to the system?

A. Visitor – Add/Edit.

Q. How many Visitor profiles are created when a new site is created?

A. This is controlled by a setting within MSite.



Be safe. Be productive. Be one.
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